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PREFACE

Cambodian has taken steps toward developing a digital-based economy in accordance
with the ever-changing world in the digital era wherein society is rich in information
and technological competitiveness, which influence on daily living, work and society.
Likewise, Information and Communication Technology is playing a crucial role in
responding to the above trend.

In this regard, the Ministry of Education, Youth and Sport has a vision of developing
well-rounded human resources with knowledge, skills, especially strengthening ICT
skills with a goal to promote creation, innovation, research and sustainable daily
problem-solving skill. Strengthening 21st-century skills, science and technology
education, digital education, and teacher education institution reform are fundamental
priorities in Education sector.

Ministry of Education, Youth and Sport, together with KOICA, has developed nine
textbooks for providing pre-service training to ICT-subject trainees at Teacher Education
Institutions such as (1) Introduction to Computers, (2) Data Communication and
Computer Network, (3) Educational Multimedia, (4) Artificial Intelligence
Programming, (5) Database, (6) Python Programming, (7) Informatics Education, (8)
Digital Literacy Foundation and (9) STEAM Education based on ICT. These training
materials will contribute to the support and implementation of teacher education
institution reform throughout strengthening the ICT knowledge and skills of trainers to
provide the training to the trainees who will be teachers in the future.

The Ministry of Education, Youth and Sport would like to express a profound gratitude
to all stakeholders who have contributed to the compilation and development of textbooks
for RTTCs and other Teacher Edcuation Institutions for the benefit of teacher educators,
pre-service teachers, learners, and the Cambodian people.

The Ministry of Education, Youth and Sport hopes that these textbooks will be essential
learning tools to support the digital economy transformation and teacher educators, pre-
service teachers, and learners at all levels for capacity development on technological
skills to solve problems in daily life. {

August 2023

Dr. HANG CHUON NARON
Minister
Ministry of Education, Youth and Sport
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PREFACE FOR DIGITAL LITERACY FOUNDATION

Day by day, the world is constantly evolving in all areas. in that, we observe that the field
of digital technology has grown significantly and has played a necessary and important role in
the lives of humanity. We can communicate with each other easily, quickly, and efficiently,
even at the other end of the earth. We can get a lot of entertainment through modern electronic
systems connected to the Internet. Complicated, time-consuming tasks are handled quickly,
efficiently, and qualitatively. We can also gain a wealth of knowledge through learning in
artificial classrooms without the need for face-to-face meetings between teachers and students.
Most of the workforce is facilitated by artificial intelligence, which includes robots.

Dear all teachers and trainees! To adapt to the world's "4.0" technology era and to achieve
the goal of digital education set by the Ministry of Education, Youth, and Sports, teachers and
trainees must have knowledge of digital literacy in addition to the skills they already have. It
does not require teachers and trainees to have a high level of knowledge in this field, but at
least a basic level that can be used in the career path. This knowledge can help strengthen the
quality, quantity, and speed up the work of teachers and trainees in large part.

What I have noticed is that all the documents related to the field of digital technology in
our national language are not yet rich and lacking. Most of the documents are in foreign
languages, which is why some scholars who do not have knowledge of foreign languages can't
understand the contents of those documents.

According to UNESCO, "Digital literacy" refers to the ability to use digital technology
and tools to find, use, manage, evaluate, create, and share information securely and accurately.
The book "Digital Literacy Foundation" was written specifically for teachers and
trainees interested in learning about digital literacy. The content of this book focuses on the
basic knowledge that needs to be used in daily work. They are:

e Computer usage and maintenance knowledge.

e Computer administration software to prepare documents for teaching and
managing students, presenting.

e Software for electronic communication and online file transfer.

e Distance learning software and creating artificial classrooms.

e Cloud storage services to store files online.

e Evaluate media content, and create content for media.

e Ethics and security in the use of digital technology.

Dear all teachers and trainees! Mistakes will inevitably occur in this book. Spelling,
grammar, and technical vocabulary are often flawed. Pleas Forgive me. I appreciate any
feedback from all of you. I sincerely hope that this book will be useful and will help develop
the capacity of digital teachers for all teachers and trainees.

Author



Part 1 ICT Basic

Chapter 1 Computer Application for Administration

Lesson 1 Using Computer in Basic 1
I. Learning About Computers 1
I1. The Computer Operating System 4
I11. File Management 6
Lesson 2 Intro to OpenOffice.org Khmer 16
I. What is OpenOffice? 16
[1. OpenOffice.org Component 16
I11. Comparation OpenOffice to Ms. Office 19
IV. OpenOffice.org Installation 19
Lesson 3 Introduction to Open Office Writer 25
I. Writer 25
I1. Opening a Writer Application 25
[11. Parts of the Main Writer Window26
IV. Toolbars 28
V. Rulers 31
VII. Cursor 31
VIII. Status Bar 31
IX. Context (right-click) Menu 32
X. Dialogs 32
XI. Creating a New Document 32
XI1. Opening an Existing Document 33
XI1I. Saving a Document 34
XIV. Undoing and Redoing Changes 35
XV. Closing a Document 36
XVI. Closing OpenOffice.org36
Lesson 4 Khmer Unicode 38
I. Definition 38

Il. Differences Between Old and Unicode Fonts

38



@f -.

u youtube.com/moeyscambodia £#3)sala.moeys.gov.kh

I11. Keyboard Layout and Unicode Typing 39
IV. How to Type Khmer Unicode 41
Lesson 5 Text and Paragraph Formatting 53
I. Selecting Text 53
I1. Copying, Cutting, and Pasting Text 54
[11. Inserting Special Characters 55
IV. Formatting Characters 55
V. Formatting Paragraph 57
VI. Default Formatting 62
VII. Copy Text Format (Painting Format) 62
Lesson 6 Table 66
I. Creating a Table 66
Il. Table Formatting 68
Lesson 7 Picture and Drawing Object 75
I. Creating a Document with a Picture 75
I1. Insert Special Characters 78
I11. Drawing an Object 79
Lesson 8 Page Layout and Printing83
|. Page Formatting 83
Il. Columns 84
I11. Header and Footer87
IV. Footnote 90
V. Defining Tab Stops by Filling in Characters
VI. Printing 92
Lesson 9 Introduction to OpenOffice Calc 97
I. What is Apache OpenOffice Calc 97
I1. Starting Apache OpenOffice Calc 97
[11. Discover the Calc Window 97
IV. Discover Column, Row, Cell, and Cell Range

V. Cell Address 98

91

98



V1. Move Cell Address 99
VII. Insert and Editing Data 99
VIII. Deleting Data 100
IX. Cell Data Types 101
X. Changing Column Width and Row Height 101
XI. Insert the New Column and Row 101
XI1. Operator 103
Lesson 10 Formatting Row, Column, Text, and Formula 106
I. Selecting Cells by Using Mouse 106
I1. Resizing All Columns Evenly 107
[11. Insert More Columns and More Rows 108
IV. Deleting Columns and Rows 110
V. Auto Numbering 110
VI. Formatting Text in Cells 111
VII. Merge Cells 112
VIII. Insert Border 112
IX. Using SUM 113
X. SUM Formula 113
XI. Using AVERAGE Formula 114
Lesson 11 Sheet and Number Format 117
I. Rename Sheet 117
Il. Insert New Sheet 117
[11. Delete Sheet 117
IV. Number Formatting 118
Lesson 12 Basic Function and Cell Address 127
I. MIN, MAX, COUNT, and COUNTA 127
1. NOW, YEARS, MONTHS, DAYS 128
I11. Reference Cell Address 129
IV. Formula RANK 133



@ t.me/moeysnews

u youtube.com/moeyscambodia £#3)sala.moeys.gov.kh

Lesson 13 Function 137
I. Formula Related to Combining Text (CONCATENATE) 137
I1. INT and MOD Function 137
[11. COUNTIF Function 138
[11. IF Function 138
Lesson 14 Absolute Row and Column Cell Address 143
I. NETWORKDAYS 143
Il. Function Wizards 143
[1l. SUMIF 145
IV. Absolute Addressing 145
V. Hour, Minute and Second 148
Lesson 15 Data Management and Printing 152
I. Sort Data 152
Il. AutoFilter 153
[1l. Standard Filter 153
IV. Auto Serial Fill 155
V. Print Preview 157
VI. Setting Header and Footer 158
VII. Print Preview Row and Column Headings 159
Lesson 16 Introduction to Impress 162
I. Opening OpenOffice.org Impress Program 162
I1. Creating a New Presentation 162
[11. Main Impress Window 163
IV. Discover Slide Layouts 163
V. Inserting a New Slide 165
VI. Full-screen Slideshow 165
VII. Closing the Presentation File 166
VIII. Closing the Program 166



Lesson 17 Drawing Object and Animation169

I. Copy, Cut, and Past 169

I1. Rename Slides 170

[11. Delete Slides 170

IV. Hide Slide Show 170

V. Using the Text Box 170

VI. Insert Shape Automatically or Draw Objects 171

VII. Adding Animation to an Object or Text 172
Lesson 18 Table and Transition 175

I. Sliding Background Color 175

I1. Learn About Each Tab of the Slide Show View 175

[11. Slide Transition 177

IV. Inserting Tables in Slides 178

Chapter 2 Internet and Online Communication
Lesson 19 Introduction to the Internet 180

I. Definition of the Internet and the Web 180

I1. Connecting to the Internet 182

I11. Web Browser 183

IV. Downloading and Uploading Data 183

V. Categorizing Web Sites 184

VI. Addressing Web Site Issues 186

VII. Get Started with Chrome Browser 187
Lesson 20 Using Email 192

. Introduction to Email 192

I1. Set up Gmail for Google Workspace 193

[11. Start Sending Mail 197

Chapter 3 Cloud technology and Google workspace
Lesson 21 Cloud Technology 203

I. What is Cloud Computing? 203



t.m i:/iﬂ()ii}"&;ﬂ EWS

u youtube.com/moeyscambodia £#3)sala.moeys.gov.kh

I1. Types of Cloud Computing 203

I1l. Advantages and Disadvantages of Cloud Computing 207

IV. What is Cloud Storage? 207

V. Benefits and Disadvantages 208
Lesson 22 Storing Data in Google Drive 210

I. Intro to Google Drive 210

I1. Uploading and Storing Data on the Web 211

I11. View the File 213

IV. Organize Files in Drive 216

V. Share and Collaborate in My Drive 217
Lesson 23 Google Workspace for Administration 218

I. Google Docs 218

I1. Google Sheets 224

I11. Google Slides 228
Lesson 24 Online Survey Tools 232

I. Introduction to Google Forms 232

Il. Set Up New Forms or Quizzes 232

[11. Question Types 233

IV. Edit Your Form 235

V. Make Form a Quiz 236

VI. Share the Form and Collect Responses 237

Part 2 Media and information literacy
Chapter 4 Digital Media and information Literacy
Lesson 25 Media and Information Literacy 242
I. What is Media and Information Literacy? 242
I1. The Importance of Media and Information Literacy 242
I1l. The 5 Elements of Media and Information Literacy 243
Lesson 26 Media 248
I. Understanding Media 248



I1. Forms and Characteristics of Media 248
[11. Traditional and New Media 254
IV. Mass Media and Mass Communication 254
V. Media Messages 255
VI. The Goals of Media Messages 256
VII. Manipulation of Media Messages 256
VIII. The Five Key Questions to Ask When Analyzing Media Messages 257
IX. Five Core Concepts of Media 258
Lesson 27 News and Information 261
I. Information 261
I1. News and Information 262
I11. Questions News Needs to Answer 262
IV. The Ethical Standards of Journalists 262
V. Importance of Access to Information 263
VI. Getting Good Information 263
VII. Misinformation, Disinformation and Malformation 263
VI11. How Disinformation Spreads Quickly on Social Media 264
VIII. Learning to Evaluate Information (Misinformation, Disinformation) 265

IX. The News Values 265

Chapter 5 Digital Literacy and Responsibility
Lesson 28 Digital Literacy 269

I. What is Digital Literacy? 269

I1. Digital Literacy Examples 269

I11. The Importance of Digital Literacy 270

IV. The importance of Digital Literacy in Education274
Lesson 29 Personal Ethics and Responsibility in Media 276

I. Accuracy, Thought, and Freedom of Expression 276

Il. Freedom of Expression 277

[11. Points to Consider Regarding Expression and Sharing Information 278



@Lm e/moeysnews

u youtube.com/moeyscambodia £#3)sala.moeys.gov.kh

Chapter 6 Content Creation for Media or Digital
Lesson 30 Writing a News Article 281

I. What is a News Article? 281

I1. Rules for Writing a News Article 281

[11. Structure of a News Article 282

IV. Writing a News Article 282

V. Important Points for Planning an Interview 284
Lesson 31 Photography 287

I. What is a Photo? 287

I1. Analog and Digital Photography 287

I11. The Power of Images 288

III. Who Defines a Photo’s Message?288

IV. Describing and Interpreting Pictures 289

V. Photo Editing 289

VI. The Difference Between Editing and Manipulation 289

V1. Photographs and Copyright 290

VI11. Composition Rules for Photos 290

IX. Digital Editing Basics 299
Lesson 32 Audio 302

I. What is Sound? 302

I1. How Sound Becomes Audio 302
I1. Types of Media Using Audio 302
I1l. Vox Pop 304

IV. Creating a Vox Pop 304
V. How to Record Audio 305
Lesson 33 Video 309

I. What is Video? 309

I1. The Difference Between Film and Video 309
[11. Film Genre 310

IV. Fiction and Non-fiction 310

V. Features of Video 311



VI. Video Sequence and Video Clip 312

VII. Frame Rate and Frames per Second (fps) 312
VIII. Video Shot Size 312

IX. Aspect Ratio and Image Resolution 313

X. Video Editing, Rough Cut, and Final Cut 314

Xl. Video Roll314

XI1. Vlog 316

XI1l. Video and Copyright 318

Part 3 ICT Ethics
Chapter 7 ICT Ethics
Lesson 34 Professional Communications Via Email 321
I. Email 321
Il. Legal value of the email 321
[1l. Email Privacy 321
IV. How to speak in email 322
V. Multiple Email Recipients 322
V1. Part of Email 322
VII. Effective communication via email 323
VIII. Web Mail and Mail-Client 323
IX. Email attachments324
X. Spam and viruses 324
Lesson 35 Internet, social media safety and privacy 327
. Internet 327
I1. Social media 328
I11. Safety and privacy330
Lesson 36 Copyright, licenses, and Digital Piracy 339
I. Software Licenses 339
Il. CC Licenses 339
I11. Digital Piracy 341



uyoutube.com/moeyscambodia @‘-ﬁ;\saIa.moeys.gov.kh 01.m@"moe§,fsxmws

Part 4 Computer Fundamental and Maintaining
Chapter 8 Computer Fundamental and Maintaining
Lesson 37 Introduction to Computer 345

I. Computer 345

I1. Four Computer Architecture layer 350

I11. Information processing cycle (IPOS) 351
Lesson 38 Computer Hardware 353

I. Types of hardware 353

[1. Input device 353

[11. Output Device 360

IV. Processing Derive 365

V. Storage device 366

V1. Motherboard 370

V1. Power supply 373

VII. Cooling System 374

VIIl. Computer Case 375

IX. Computer Assembly 376
Lesson 39 Software and Operating system379

I. Types of Software 379

I1. Types of Operating Systems 381

I11. Operating System Tasks 384

VI. Installation of Operating System 390
Lesson 40 Software Management 400

I. Installing Software 400

I1. Uninstalling Software 404

I11. Reinstalling Software 407

IV. Reinstalling an Operating System 408
Lesson 41 Software Usage 411

I. Using Application Software 411



I1. Using Software Tools 418
Lesson 42 Computer Troubleshooting 426

I. Approaches to Troubleshooting 426

I1. Troubleshooting Software 428

[11. Troubleshooting Peripheral Devices
Lesson 43 Data and Hardware Protection 440

I. Backing Up and Restoring Files 440

I1. Protecting Hardware 445

435



ICT for Education

ad
AR
-
Ay
<
an
O

smousKoom/ow ) yaossddomreesfgy  eipoquiedsizow/wod-aqmnos [



e OpenOffice

/

Introduction:

Using a computer is very important in the digital age. To improve your work, you need to
know some basic computer applications. After completing this lesson, you will be able to:

» Learn the basics of computers
» Copy and move files
» Use computers to organize files and folders

In this lesson, you will learn the following:
L The Basics of Computers
IL. The Computer Operating System

I1I. File Management
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Lesson 1 Using Computer in Basic Part 1: ICT Basic

Lesson 1 Using Computer in Basic

I. Learning About Computers

1. What is Computer?

Computers are everywhere. During a typical day, you might use your phone to message
a friend about meeting for lunch while listening to music as you walk to class. Although you
might not realize it, you also use a computer to withdraw cash from an automated teller machine
(ATM), change the temperature setting on a home thermostat, and turn on cruise control while
driving a car.

Depending on your job, you probably use computers to take a diner’s order at a
restaurant, process a sale, or control a robot on a factory floor. Overall, computers assist you in
most parts of your daily life. They play a central role in worldwide communications,
entertainment, education, commerce, and other business activities. Computers have been
around since the late 1940s when they were massive, special-purpose machines with names
such as UNIVAC and ENIAC and were designed for use by the military and government. These
early computers took hours to complete a calculation, occupied small buildings or entire city
blocks, and cost millions of dollars. Today’s smartphones have more processing power than a
UNIVAC, cost less than any of its components, and fit in the palm of your hand. The future
promises innovations such as wearable computers, using human thought as input, and
computer-controlled micro-robots that treat and possibly cure cancer.

But what exactly is a computer? What does it do? Understanding what a computer is
and how it works can help you to appreciate and use computers more effectively.

A computer is an electronic device that receives data (input), processes, stores data,
and produces a result (output). Data is a collection of raw, unprocessed facts, including text,
numbers, sound, images, and video. All basic computers have four functions: input, storage,
processing, and output.
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2. Personal Computer

In this lesson, we will focus on the most commonly used computers at home and in the
office personal computers. Personal computers are those computers that one person
commonly uses to assist with work and communication when needed. There are two types of
personal computers: desktop computers and laptops.

e Desktop Computer: A personal computer for regular use at home or at the office in
one place on the desktop. It cannot be used anywhere, because it is large, has separate
parts and needs regular electricity.

e Laptop: You can take a small, lightweight personal computer with you. Laptops only
need to be plugged in occasionally because they have a battery for their power supply.
It would be best if you charged the battery fully.

2. 4 Main Part of Computers
A computer has four main components:

* System Unit
* Monitor

* Keyboard

* Mouse

‘“-

System Unit: is the most important part of a computer. It is like the brain. It does all
the tasks that we want the computer to do. It also controls all the other parts, like the Monitor,
Keyboard, and Mouse. These parts must be connected to the System Unit to work. In the
system Unit the most important components, such as the Motherboard, CPU, Hard Drive,
RAM, and Graphic Card (GPU) are stored.

Monitor: A monitor looks like a TV screen. The CPU uses the monitor to show us
information processing in the system unit. The front portion of the monitor is called the screen
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or display. A monitor is connected to the system unit by VGA, HDMI, DVI cable via VGA,
HDMI, or DVI port.

Keyboard: The keyboard is made of several small buttons called keys. Each key has
a number, letter, or word written on it. Just as you use a pencil to write on paper, you can use
a keyboard to write with a computer. You can also use the keyboard to control your computer.
Also, the keyboard is connected to the system unit by a USB cable via a USB port.

Mouse: A mouse is used to point at items shown on the monitor to open, select a
menu, or control something. The mouse usually has two or three buttons and a small wheel
between the buttons. The mouse is connected to the system unit by a USB cable via a USB
port.

3. Turning a Computer On and Off
To turn on your computer, make sure your computer is connected to a desktop
computer. Laptops need to have enough battery power.

The desktop computer has a power button on the system tray. You need to press this
button and wait a little bit for the computer to start up before you can use it.

On laptops, the turn-on is the same, but you have to find the power button on the
computer. It can be located on the top left or right of the keyboard.

Contrary to the turn-on process, you cannot turn off the computer via the power
button. If you do this, your computer will soon be prone to crashes or malfunctions. To shut
down your computer correctly and safely, follow these steps:

» It is best if you make sure that all the programs running on your computer are closed.
To know if an application is closed, you must observe the taskbar. If any program is
running, please close it first.

» Drag the mouse pointer and click the Start button.

» Choose Shutdown

= Audible

Shut down Sunday 13
Calendar

R e
A Type here to search
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II. The Computer Operating System
1. Operating System User Interface

The four main components studied above are called hardware. Compatible computers
depend on an operating system called software. Software is the operating system that controls
the entire operation of a computer. It makes the computer hardware interconnected.

a. Desktop

The desktop of a computer (not to be confused with “desktop”) is the first image you
see on your computer screen (monitor) when the computer is turned on. It is the starting point
to use the computer. Desks (icons and buttons) represent a computer’s objects and functions.
You can “touch” these items with the mouse to control them.

[lol0 el | BRI 0o |

b. Icons and Buttons

Icons are thumbnails that represent objects or applications. When an icon is on the
desktop or in a folder, it always has its name next to the image of that icon (filename or
folder). Icons are objects in a computer that mark files, folders, or programs.

c. Using the Mouse
Buttons are located on the screen or window of a program with a specific function in
the computer program, and we can use them by controlling the mouse to click on them.

Vertical

Left Click Right Click Scrolling

The white arrow icon on the desktop is called a mouse pointer. It is used to control a
computer to do something. It moves around the screen while you move the mouse on the table
with your hand.

To click, hold down the left mouse button only once with your finger and release it
immediately. You hover the mouse pointer over an icon or anywhere you want to control it to

4
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do something. You click on an icon with the mouse to select it, and hold it to control the icon.
Clicking on a button will activate the function of that button.

To right-click, right-click on the mouse and release immediately. Normally, when you
click the mouse, it will display a menu with various functions related to the location or object
you clicked, and you can click the mouse to control any function.

To long press and drag is one of the many computer functions. Holding and dragging
an object is like holding something on the desktop with your hand to move it. To do this, you
must hover the mouse pointer over the object you want to select and then hold down the left
mouse button (click on it as you hold it). You can then move the mouse without releasing the
left mouse button. The object you clicked on will move to the same position as the mouse you
moved (by moving your mouse). When you release the left mouse button, the object is
dropped at the point where the mouse pointer stops.

When you want to do a task or change one of the objects in the computer, you must
select it first so that the computer knows which object to work with. To select an object, click
on it. To select more than one object, you must hold down the mouse where there are no
objects or icons, then drag the desired objects across the screen. All objects will be selected
when the mouse is released.

To double-click a mouse, immediately double-click the left mouse button and
immediately release your hand from the left mouse button. Hovering the mouse over an object
and double-clicking on it will activate the thing. If that is the case, it will open. If it is a text
file, the computer will look for a program compatible with that text file and open it in that
program. If it is a folder, the computer will open the folder in a window.

d. Window of Application

An application window is a box on
the screen that displays the contents of an
open folder or object, including some buttons
or menus that can be used to control a
function. We can open multiple windows on
the desktop at the same time. The windows
can be stacked on top of each other. Not all
open windows are fully visible at once. The
window can be resized or closed. If more
than one window is open on your computer,
one of those windows is the active window (the window we are working on), which is in front
of the other windows with a full view of the screen. If you click on another window, the new
window will reactivate and display its entire contents on the net. When you want to stop using
a window, you can close it by simply hovering your mouse over it and pressing the left mouse
button.

When we work with computers, sometimes, for convenience, we have to open
multiple windows on the desktop for any programs that we need. For windows that we do not
want to close but want to save for later use, we can minimize that window (Minimize). The
window will no longer appear on the desktop and will be minimized, displaying only its name
in the taskbar (bottom bar of the computer screen). We can open it again by clicking on the
name in the toolbar. When we click on the name of the minimized application on the taskbar,
it will open the maximized application (its original size on the desktop or full screen). All
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windows have buttons to maximize, minimize, or close (most are on the right side of Enabled,
but these apps are minimized on this bar.

The following is a snapshot of the taskbar of the three different systems currently in
use:

I1I. File Management
To work productively with a computer, you must know how to organize and find files.

This lesson explains how to use Windows tools to manage files. You’ll learn how to navigate
the Windows file structure and change settings for viewing files. You’ll also learn how to copy,
move, delete, and rename files. To make sure you can find the files you need, you’ll also create
shortcuts and search for files. Finally, you’ll identify file types, so you are prepared for what

happens when you open a file.

1. Understanding How Windows Stores Files
A file is a collection of data stored together. A report document, a photo of your pet, a

recording of your favorite band singing “Happy Birthday,” and a video demonstrating how to
bake a cake from scratch are all examples of data files. You store files in folders, containers for
related files, and on drives, which are storage devices. You use folders to organize your files

on a drive.

Drives contain certain types of disks, which are storage media, including removable
media and hard disks. Removable media are disks you insert or attach to a computer, such as
USB drives (also called flash drives and thumb drives) and digital video discs (DVDs). The
term hard disk refers to a disk installed in the system unit that can economically store many

gigabytes of data.

Before your computer can access a removable disk, you must insert the disk into a drive.
A hard disk is housed inside the computer, so you don’t need to insert a hard disk before a
computer can access it. An external hard disk is in a removable drive that you can attach to your

computer.

Windows names the drives on the computer by assigning each a drive letter. The hard
drive containing the operating system is called drive C by default. The remaining drives can
have any other letter from D to Z but are usually assigned in the order that the movements were
installed on the computer. For example, the DVD drive might be drive D, and USB drives might
be drive E, F, and G.

By convention, Windows includes a colon (:) after each drive letter. For example, your

hard drive might be named Local Disk (C:). Windows stores thousands of files in many folders

6
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on your computer’s hard disk. These are system files that Windows needs to display the Start
screen and desktop, access drives, and perform other operating system tasks. Windows
organizes the folders and files in a structure or hierarchy called a file system to keep the system
stable and find files quickly. At the top of the file, the system is the root directory, which is
where Windows stores folders and essential files that it needs when you turn on the computer.

These folders contain other folders, also called subfolders, in which you can store your files.

i Root directory (C:)
ot
|

l

System folder System folder System folder
| | _
| [
Subfolder Subfolder Subfolder Subfolder Subfolder Subfolder

Although you can access almost any folder on your computer, including the root
directory, you should store your documents, music, videos, and other files in subfolders, not in
the root directory or other folders containing system files. Most operating systems, including
Windows, limit your access to critical files and folders in the root directory so you cannot

inadvertently corrupt the file system.

2. Using File Explorer
Most operating systems include a file management tool you use to organize your files.

File Explorer displays the contents of your computer, using icons to represent drives, folders,
and files. You use File Explorer to display files and folders, navigate the Windows file system,

and perform other file management tasks.
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When you start File Explorer, it opens to show folders, devices, and drives on your
computer, as in Figure ##. Windows provides four folders for your files: Documents, Music,
Pictures, and Videos. The Desktop folder provides access to system resources such as the
Recycle Bin, which you use later in this lesson when deleting files. The Downloads folder is
for files you download or copy from the Internet and other networks. Devices and drives include
the drives installed in your computer and any appliances or industries attached to your

computer.

3. Managing Files
Managing files involves tasks that help you find files when you need them. These tasks

include organizing the files into folders, deleting unnecessary files, and naming or renaming
files so you can easily recognize their contents. To manage files, you group similar files in a
folder, preferably a subfolder in one of the Windows default folders, such as Pictures for
graphics and Documents for text files. You should divide the files into subfolders depending
on the purpose or subject matter of the files and organize the subfolders from the top down. For
example, a Courses folder might be a subfolder in the Documents folder. Within the Courses
folder, there is a subfolder for each course you are taking, similar to the organization in the

Figure below.
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Documents
folder
|
Courses folder Personal folder Screenplay
folder
I
Accounting Communications Computer Media Studies

folder folder Literacy folder  folder

Windows only creates default folders on the hard drive, not removable media. If you
are working with files on removable media, such as a USB drive, you can use folders stored in
the root directory of the removable drive. For example, instead of using the Courses folder
stored in the Documents folder on Local Disk (C:), you could use the Courses folder stored on

Removable Disk (E:).

Do not store your files in the root directory of the hard disk, a folder containing system
files (usually named Windows), or a folder containing software files (any folder in the Program
Files or Program Files (x86) folder). Windows expects to find system files and the files for
specific applications within certain folders. If you reorganize or change these folders, Windows

can’t locate these crucial files to start the applications stored in those folders.

4. Folders
The folder is an icon on a computer screen that can access a directory containing related

files or documents. Before you organize files, you must create folders to have the files. You use

File Explorer to create folders. (You use applications to create files.)

When you create a folder, you give it a name, preferably one that describes its contents.

A folder name can have up to 255 characters. Any character is allowed, except / \ : *? “ <> and

& L I R =
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5. Copying and Moving Files and Folders
To organize files into folders, you can copy or move the files. Reproducing places a

duplicate of a file in a new location that you specify, the destination folder. Moving removes a

file from its current site and places it in the destination folder.

6. Deleting Files and Folders
You should periodically delete files and folders you no longer need to stay organized

and reduce the clutter on your disks. You delete a file or folder in File Explorer by deleting its
icon. When you delete a file from a hard disk, Windows removes the file from the folder but
stores the file contents in the Recycle Bin. The Recycle Bin is an area on your hard disk that
holds deleted files until you remove them permanently. When you delete a folder from the hard
disk, it and all its files are stored in the Recycle Bin. Suppose you change your mind and want
to retrieve a deleted file or folder? In that case, you can double-click the Recycle Bin icon on
the desktop to display deleted files in File Explorer, right-click the file or folder you want to
retrieve, and then click Restore on the shortcut menu. However, after you empty the Recycle

Bin, you can no longer recover its files.

7. Renaming Files
Like folder names, filenames should reflect the contents of the file. The central part of

a filename can have up to 255 characters, which is plenty of characters for a descriptive
filename. You should be able to recognize the contents of a file by looking at the filename. You
can use spaces and certain punctuation symbols in your filenames, but not the signs /\ : *? “ <

> or | because these characters have special meanings in Windows.
Keep the following guidelines in mind as you name files:

v Use descriptive names: Avoid names that might make sense now but could cause
confusion later, such as MyFile or Info. Use filenames that are long enough to be
meaningful but short enough to be read easily on the screen.

v Do not change the file extension: If you change the file extension when naming a file,
Windows might not be able to find a program that can open it.

v Follow a pattern: If possible, use a consistent naming scheme that is clear to you. For
example, if you store many assignments in the same folder, the first assignment file

could be named Assignment01, the next Assignment02, and so on.

Be sure to give your files meaningful names that will help you remember their purpose and
contents. The easiest way to rename a file is to use the Rename command on the file’s shortcut
menu. You can also use the Rename button in the Organize group on the Home tab.

10
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8. Creating Shortcuts
In Windows, a shortcut is an icon or tile that provides a quick way to act, such as opening

a folder or a file. You can create shortcuts in two places: on the Start screen and the desktop. If
you often use a folder soon after you sign in to Windows, you can add or pin the folder to the
Start screen, where it appears as a tile. Instead of displaying the desktop, starting File Explorer,
and then navigating to the folder you want, you can click the folder’s tile on the Start screen to

immediately open the folder on the desktop.

You can pin folders on the hard disk to the Start screen but not on removable media
such as a USB drive. Before pining the Backgrounds folder to the Start screen, copy it to the

Pictures folder on your hard disk.

9. File Types
_ A computer can contain three

. £ - Cle O [ . .
categories: system files, application files, and
data files. System files are those necessary for

running the operating system. They usually

A L G are found in the root directory of a personal
computer and the Windows folder of a

Windows computer. On a Mac, system files

are stored in the System folder. Linux computers keep system files in a folder named sys. An
application file is part of an application, such as a word-processing application, and is necessary
for running the software. These files are transferred to your computer when you install the
application. A data file is one you create when working with an application, such as a document
you write and format when working with Microsoft Word. Many system and application files
are executable, meaning they can perform tasks automatically when you open them. In contrast,

data files display data such as text or images or play a sound, music, or video.

Recall that a file extension identifies the file type. It also identifies the broader category
to which the file belongs. The system file category has the fewest file types. System files often
have attributes set so they cannot be edited or deleted because those files are critical to computer
operation. (A file attribute is a file detail or setting that can be turned on or off.) System files
come only as part of the operating system or software. Similarly, application files come only as
part of the software. Do not move, edit, or delete system or application files unless a computer

expert gives you specific instructions.

11
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On the other hand, data files are designed for you to create, edit, and manage. You can
learn valuable information about a file from the information listed in the Type column of File
Explorer in the Details view or from its file extension. For example, suppose you have two files

named Get Organized, as shown in Figure 3—17.

—ﬂ Bl = | Filetype - [m] X
[ F Home  Share  View q‘E
W I W E
Cut T New item ~ W Open - [ selectall
Copy path £ Easy access ~ —J Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename  New Properties
caroe [7] Paste shorteut ¢ to > folder S @ History {7 Invert selection
Clipboard Organise New Open Select
N > ThisPC > DATA(D:) > Filetype v 0 Search File type

A Name Date modified Type

s Quick access
[ Desktop
& Downloads

Micr
Micr
JPG File
MOV File 114,185 KB

& Computing fundamentals_ digital literacy edition.pdf  20/07,
[ Digital Literacy funadamental.docx

&/ flower,jpg
| Documents 5| IMG_2067.MOV
=] Pictures

@ Impress

o Digital literacy
& New rearrange
wa Google Drive (C
& ACE

@ Computer v

4items =

Note: Do not open the file by double-clicking it unless you receive an executable file (one with
an extension such as .exe) from a trusted source. Doing so could trigger a virus or malware on

your computer with harmful results.

File Explorer identifies one of the files as a Microsoft Word Document. This file type
has a .docx extension. File Explorer identifies the other file as a PNG file, a graphics file. This
file type has a .png attachment. Though the main parts of these filenames are identical, the file
types distinguish them as different files. The file extension also helps Windows identify what
application should open the file. For example, if you double-click a file named Class Notes.docx
in File Explorer, Microsoft Word opens it so you can edit it. If the Type column in File Explorer
includes the name of an application, that indicates the application is installed on your computer
and is available for opening. (If something is wrong with the file—if you change the file
extension, the application probably cannot open the file.) For some file types, especially media
files such as graphics, audio, and video, Windows does not identify an application but lists the
file extension in the Type column of File Explorer. These file types are not associated with a
specific application, making it difficult to predict what happens when you double-click the files.
Double-clicking a png file, for example, might open an application that only lets you view the
picture or one that enables you to edit it. When you need to specify an application to open a
file, you can right-click the file, point to Open with on the shortcut menu, and then click the
name of the application you want to use. You should be able to recognize common file types

and their file extensions, so you know which files to avoid (system and application files) and to

12
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identify applications you can use to open files. Table 3—3 lists typical file types by category and

specifies their file extensions and associated operating system or application.

uyoutube.com/moeyscambodia L&) sala.moeys.gov.kh Ot.me/moeysnews

COMMON FILE OPERATING SYSTEM OR
CATEGORY EXTENSION APPLICATION
System files .dll, .ocx, .sys Windows
Application files .bat, .com, .exe Windows
.app, .0sx Mac OS X
.bin Linux, Mac OS X, Windows
.out, .run Linux
Data files
Media .avi, .mov, .mp4 Video application
.jpg, .png, .tif Graphics application
.mp3, .m4a, .wav Sound application
Office .doc, .docx Microsoft Word
documents .mdb, .accdb Microsoft Access
.ppt, .pptx Microsoft PowerPoint
xls, .xlIsx Microsoft Excel
Simple text rtf, Lixt Text editor
Other .htm, .html Web browser
.pdf Portable document reader
or editor
.Zip File compression utility

13



Lesson 1 Using Computer in Basic Part 1: ICT Basic

BE Summary ~

A computer is an electronic device that receives data (input), processes data, stores

data, and produces a result (output). Data is a collection of raw, unprocessed facts,

including text, numbers, sound, images, and video. All basic computers consist of

four functions: input, storage, processing, and output.

There are two types of personal computers: desktop computers and laptops.

= Desktop Computer: A personal computer for regular use at home or the
office in one place on the desktop. It cannot be used anywhere, because it is
large, has separate parts and needs regular electricity.

= Laptop: A small, lightweight personal computer that you can take with you.
Laptops do not need to be plugged in regularly because they use a battery for
their power supply. You just need to fully charge the battery.

A computer has four main components:

= System Unit

=  Monitor

Keyboard

=  Mouse

A file is a collection of data stored together.

A folder is an icon on a computer screen that can be used to access a directory

containing related files or documents.

_J

& o= I

.'.' Questions

What is a computer?

What is IPOS of a computer? Please describe.

What is personal computer? How many types are there? Please describe.
What are the four main parts of a computer? Please describe.

Describe how to turn on/off a computer.

Describe how to copy and move files.

14



N sala.moeys.gov.kh Ot.me/moeysnews

£

u youtube.com/moeyscambodia £

Lesson 1 Using Computer in Basic

Part 1: ICT Basic

Ca Exercises

1.

Starting Up with Windows and How to Use the mouse.

Turn on your computer by clicking the Open button on the system tray. When the

desktop appears, each member of each group performs the following tasks:

Observe on the desktop. Mark any object as an icon. Count the number of icons
available on the desktop.

Use the mouse and move it on the desktop. Click the mouse button on each icon
to select it.

Move one of the icons to the center of the screen by long-pressing and dragging
it.

Select more than one icon by holding down the mouse and dragging it across
the desired icon location.

Move all selected icons simultaneously by clicking on one of the selected icons
and dragging them to the desired location (all icons will be moved).

Reset all moved icons Back.

Create folder
Please create a folder name: “Lesson] Using Computer in basic” in D drive by
doing the following:

e Open File Explorer

e Navigate to where you want to create the new folder, and click New

Folder.
| M MyDocumentsFolder
“ Home Share View
“ v P > ThisPC > Documents

e Type the name of your folder, and press Enter.

15
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Objectives:

¢ Learn about OpenOffice.org Khmer
¢ Install OpenOffice correctly
% Compare OpenOffice.org kmer to other Office applications

When you have finished this lesson, you will have learned the following:

. What is OpenOffice Khmer?
II.  OpenOffice Components
HI.  Comparaing OpenOffice to MS Office
IV. Installating OpenOffice
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Lesson 2 Intro to OpenOffice.org Khmer

I. What is OpenOffice?
Khmer Office Software (OpenOffice.org) is suitable for your office work.

Khmer Office Software (OpenOffice.org) has the following advantages:

e No license fee: All users can use the full Khmer office software and distribute it for

free.
e Open source: You can distribute, copy or edit this software.

e Cross Platform: This program can run on any system, such as Microsoft Windows,

Linux, Linux, or macOS.

e Multilingual support: It has a multilingual user interface.

£ OpenOffice - o X

anai iamsgg B sumidn ops dgw

Apache .
e OpenOffice'4 / rercre

@ ted)aatug]
mivna

B2 ..

Uee

I1. OpenOffice.org Component

The Khmer Office program includes components such as:

1. OpenOffice.org Writer
The writer is a program to create letters, books, reports, newspapers, advertisements,

and many other documents. You can add graphics or design text to your needs. Manuscripts
can export documents in various formats, such as HTML, XHTML, PDF, and Microsoft
Word.
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2. OpenOffice.org
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Calc

Calc is a program specializing in arithmetic and data analysis skills and creating charts

for data. It also includes many formulas for financial work, statistics, mathematics, etc.
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3. OpenOffice.org

Impress

Impress offers a variety of presentation tools such as special effects, custom animations,

transitions, slides and drawing tools, etc. In Slide Show, you can animate text or audio,

images, and videos.
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4. OpenOffice.org Draw

Draw is a program that contains vector drawing tools that can draw shapes of various

formats, such as diagrams, 3D flow charts (3D), and calligraphy. It has a smart connection

line to connect to your points. With Draw, you can create your photo gallery and add it to

1 @ecmnda 2 OpenOffice Draw
anani @ Fags  aumdn el ugs  dgw

23 » a8 v L] @ @%- 0,

IR | [ooo 2| N i5:6 [v| & loein vljl:‘]m,m{g LY
ddis X 8 8 4 2 X 2 4 6 8 10 12 14 16 1820 22 2 26 28
1 iU

8/ 7 IE >
L3 =eT g CTHPrk-H S meRE @ ke T
31547021 F000x000 s 171 | wsiids

wpanwy x

J umasguna

/@O TZ %"~

®-@-w-E-¥-%
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5. OpenOffice.org Base

Base is a program for managing data. With OpenOffice.org Base, you can create and edit

tables, forms, questions, or reports.

B yinadassgods - OpenOffic

iqwminn

ooupigupedgiy

Wegegnségiu HeoL

6. OpenOffice.org Math Editor

Math is a program for editing the formulas, fractions, or equations of the Khmer office

program OpenOffice.org (O00). You can use this program to write complex equations,

including special characters and symbols that are not in the standard font, and you can also

use it to write mathematical formulas.
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II1. Comparation OpenOffice to Ms. Office

Khmer office software OpenOffice.org is very similar to Microsoft Office software. The

following table compares the identical components of these two programs:

Function OpenOffice.org Microsoft Office
Word-processing OpenOffice.org Writer Microsoft Word
Spread sheet OpenOffice.org Calc Microsoft Excel
Presentation OpenOftice.org Impress Microsoft Power Point
Database OpenOftfice.org Base Microsoft Access
Paint OpenOftice.org Draw None
Math OpenOffice.org Math Microsoft Equation

IV. OpenOffice.org Installation

Below you will find step-by-step instructions to download and install Apache

OpenOffice 4. x versions on your system.

1. Review the System Requirements for Apache OpenOffice use.
Y our computer needs these resources as a minimum to run Apache OpenOffice 4. x versions:

v" Windows 7, Windows 8, Windows 10, Windows 11

v' 256 Mbytes RAM (512 MB RAM recommended)
v Atleast 650 Mbytes available disk space for a default install (including a JRE) via

download. After installing and deleting temporary installation files, Apache

OpenOffice will use approximately 440 Mbytes of disk space

v 1024 x 768 or higher resolution with at least 256 colors

19
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2. Download Apache OpenOffice
> Go to the OpenOffice website: https://www.openoffice.org/download/ or scan the QR

code
» Select your operating system, language, and version

> Click the Download full installation button

o l@ =
§ )\ e OpenOfﬂce :ﬁw The Free and Open Productivity Suite
T 333,333,333+ Downloads!
Released: Apache OpenOffice 4.1.13
home » download Product | Download | Support | Blog | Extensions & Templates | Ge

Download Apache OpenOffice
(Hosted by SourceForge.net - A trusted website)

Select your favorite operating system, language and version: /

I Windows 32-bit (x86) (EXE) v ” Khmer v “ 4113 v

[I: full'i i ] [l: pack]

[Imponan! hints for Windows 32-bit (x86) 1EXE)]

Release: Milestone AOO4113m1 | Build ID 9810 | Git hash 281f0d3533 | Released 2022-07-22 | Release Notes

Language pack: File size ~ 31 MByte | Signatures and hashes: KEYS , ASC , SHA256 , SHA512

(i} What is a language pack? i) How to verify the download? & Report broken link

> Your file will be downloaded

.exe/download L2 E B QO ¥ » v 0O ‘ H

[ Apache_OpenOffice_4.1.13_W Cancel
in_x86_install_km.exe
1 2.2/144 MB - 7 minutes left

lutio
e wereere—eerdUtions

3 si Ads by Google () X

» Go to the Download folder in the file and explore
» Right-click on the Open office file

> Chose Run as Administrator

¥ B s | Manage Downloads

Home Share View App Tools
= / =, F —
= Cut = New item v [#] Open ~ Selt
s 02 ¢[B X = B3 i -
= Edit

W] Copy path 1 ] Easy access ~ 15 Sele

Pinto Quick Copy Paste Move Copy Delete Rename New Properties ) o
e [7] Paste shortcut  tov  tov - folder v @ History 5 Inve
Clipboard Organise New Open
&« v o ‘ > ThisPC > Downloads
Name Date mcdlf\éd Type
>+ Quick access
v
[ Desktop » Today (1)
‘ Downloads * s Anache OnenOffice 4.1.13 Win x86 install km.exe 12/11/2022 17:31 Appl
[£] Documents * .
& Run as administrator
&= Pictures * -
=] Pictu ©) Share with Skype
@ Impress g

3 Open with Code

Troubleshoot compatibility
& New rearrange Dig # Pin to Start

@ Digital literacy g

= Google Drive (G) # EH Scan with Microsoft Defender...

&l ACE * 1 Share

@ Computer 5
Give access to >

2 Digital literacy Last Ug B8 Addt hi
o archive...

» When the message prompt appears, click the Yes button
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» Click “Next”

&) OpenOffice 4.1.13 Installation Preparation

[ APACHE

Thank you for downloading
OpenOffice 4.1.13.

e The installation files must be unpacked and copied to your

hard disk in preparation for the installation. After that, the

O be n Ofﬁce OpenOffice installation will start automatically.

Click Next to continue.

e

» Click “Unpack”

&) OpenOffice 4.1.13 Installation Preparation

Select Folder

Select the folder in which to save the unpacked files.

folder.

Destination Folder

ktop\OpenOffice 4.1.13

The OpenOffice 4.1.13 installation files will be unpacked and saved in the folder shown below.

If you would like to save OpenOffice to a different folder, click Browse" to select another

- X

9 OpenOffice’

Space required: 147.0 MB

Space availsble: 164.2 GB

Nullsoft Install System v3.08

e ool

» When Unpack is successful, click the “Next” button

ﬁ OpenOffice 4.1.13 - Installation Wizard

S

OpenOffice

4 Aercre

Welcome to the Installation Wizard for
OpenoOffice 4.1.13

The Installation Wizard will install OpenOffice 4.1.13 on your
computer. To continue, click Next.

This Program is based on the 'Apache OpenOffice' project
which is supported by members of the Apache Community. For
credits please see:
http://www.openoffice.org/welcome/credits.html

X

o
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» Chose “Anyone who uses this computer (all users)”

ﬁ OpenOffice 4.1.13 - Installation Wizard X
Customer Information e )
Please enter your information. OpenOfflce
User Name:
|san_Phun|
Organization:

Install this application for:
(® Anyone who uses this computer (all users)
(O Only for me (San_Phun)

OpenOffice 4.1.13

= ==

» Chose “Typical” and click “Next”

ﬁ OpenOffice 4.1.13 - Installation Wizard X
Setup Type .
Choose the setup type that best suits your needs. e OpenOfflce
Please select a setup type.
@f

The main components will be installed. Recommended for most
1 v users.
[+

O Custom
_aliC Choose which program features you want installed and where they
|’§: will be installed. Recommended for advanced users.

OpenOffice 4.1.13

= ==

nyoutube.comlmoeyscambodia L&) sala.moeys.gov.kh Ot.me/moeysnews

» Check “Create a start link on the desktop”
» Click the “Install” button
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#5 OpenOffice 4.1.13 - Installation Wizard

Ready to Install the Program

X

The wizard is ready to begin installation. e OpenOfflce

Click Install to begin the installation.

If you want to review or change any of your installation settings, dlick Back. Click Cancel to
exit the wizard.

Create a start link on desktop

OpenOffice 4.1.13

o [TEET] | s

|

» Wait for the Installation process to finish

ﬂ OpenOffice 4.1.13 - Installation Wizard -

Installing OpenOffice 4.1.13

The program features you selected are being installed. e OpenOfflce

X

5@  Please wait while the Installation Wizard installs OpenOffice 4.1.13. This

|f@‘ may take several minutes.

Status:
Validating install

OpenOffice 4.1.13

» When the Installation process is finished, click on the “Finish” button.

15 OpenOffice 4.1.13 - Installation Wizard

The Installation Wizard has successfully installed OpenOffice

O peh Off |Ce " 4,1.13. Click Finish to exit the wizard.

Installation Wizard Completed

/ rpacie

X
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Khmer Office Software (OpenOffice.org) has the following advantages:

The Khmer Office program includes components such as:

BE Summary ~

No license fee: All users have the right to use the full Khmer office software
and distribute it for free.

Open source: You are free to distribute, copy or edit this software.

Cross Platform: This program can run on any system such as Microsoft
Windows; Linux, or MacOS.

Multilingual support: It has a multilingual user interface.

OpenOffice Writer
OpenOftice Calc
OpenOffice Impress
OpenOffice Draw
OpenOffice Math
OpenOffice Base

o> W o=

.".' Questions

What is OpenOffice.org Khmer?
What is the advantage of OpenOffice?

How many components of OpenOffice are there? Please describe each component.

Compare Open Office and MS Office

Describe how to download and install OpenOffice.
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e OpenOffice

Introduction:

This chapter covers the basics of working with text in Writer. You will learn about Writer’s menus,

toolbars, and other topics covered in Lesson 1, Introducing Writer.

Objectives:

>

o A
% B
» C

*,

*0

>

L)

*,

When you have finished this lesson, you will have learned how to:

v

AN N NN YN

Discover the Writer window

Zoom in and out

Find icons on the formatting bar

Align paragraphs

Move the cursor with the mouse

Select text with the mouse

Rename the font, font size, and bold italics, and underline one layer, etc.
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Lesson 3 Introduction to Open Office Writer

I. Writer

Writer is an OpenOffice.org article editor. Currently, many different programs can be
used to create text files of different types. Writer is an important program that can help you to
create text documents as it allows you to create an exciting text file with images and various
formatting settings.

With a writer, you can easily create text documents such as letters, brochures, schedules,
certificates, price lists, questionnaires, exercise manuals, and lessons, etc. In addition, the
manuscript also provides many other functions that allow you to create complex documents,
such as writing projects, proposals, reports, and resumes, books, etc. These documents are
multi-page, which may require page numbers, chapters, graphics, and tables of contents, etc.
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I1. Opening a Writer Application

Like you start other programs, you can open the OpenOffice Start Center or the Writer
component from the operating system menu. When OpenOffice was installed on your computer,
a menu entry for each element was usually added to the system menu.

-
Thiep Search the web

P OpenOffice Writer - se

5

0 OpenOffice Writer

> Click Star menu
» Type Calc
» Chose Calc Icon
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Note: When you open the first manuscript on the program’s title bar, the word “untitled”
means the file Opened does not have a title or has not been saved before.

I1I. Parts of the Main Writer Window

To efficiently use the program, you need to understand the user interface (User
Interface) of the computer program. Usually, each program always has a point of
Interface such as a title bar, menu bar, standard bar, format bar, and many more toolbars
as indicated below:

1. Title Bar

The Title bar is located at the top of the Writer window. It shows the file name of the
current document. When the document still needs to be named, the document name will
appear as Untitled X, where X is a number. Untitled documents are numbered in the order in
which they are created.

2. Menu Bar

The Menu bar is located just below the Title bar in Windows and Linux and at the top
of the screen in macOS. When you select one of the menus, a submenu drops down to show
further options, including:

e Commands that directly cause an action, such as Close or Save, in the File menu.

e Commands that open dialogs. Three dots indicate the following command: Find... in
the Edit menu.

e Commands that open further submenus. These are characterized by a right-pointing
arrow following a command, such as Toolbars and Zoom, in the View menu. Moving
the cursor onto one of these items causes its submenu to open.

3. Scroll bar
There are two scroll bars: a horizontal scroll bar and a vertical scroll bar. We use these

to view and move around files.
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4. Sidebar

The Sidebar usually is open by default on the right side of the Writer window, as shown
in Figure 1. Select View > Sidebar on the Menu bar to display it if necessary. The Sidebar also
has a Hide/Show icon, as shown in Figure 2. When the Sidebar is closed, it can be opened by
clicking this icon, which will be on the far-right side of the window.

The Writer Sidebar contains four decks by default: Properties, Styles and Formatting,
Gallery, and Navigator. Each deck can be opened by clicking its corresponding icon on the Tab
bar to the right of the sidebar.

Each deck consists of a title bar and one or more content panels. A panel is like a
combination of a toolbar and dialog. Toolbars and Sidebar panels share many functions. For
example, the icons for making text bold or italic exist in both the Formatting toolbar in the main
Writer window and the text panel of the Properties deck.

Some panels contain a More Options button, which opens a dialog with additional
editing controls. When the dialog is open, the document is locked for other editing.

To adjust the width of the Sidebar, place the cursor on its left edge. When a double-
headed arrow appears, click and drag to the right or left. When the Properties deck is open, you
cannot make the Sidebar smaller than a certain width. When any other deck is open, the Sidebar
can be collapsed to the width of its Tab bar.

To undock the Sidebar and make it floating, and to dock a floating Sidebar, use the drop-
down list in the Sidebar Settings above the Tab bar. In the same list, you can use the
Customization menu to choose which tabs you want to include in the Sidebar.

Properties n

e N

E Text

v
L]

Times New Roman v v
g T

B/ U-=hkh [KIK Galley

B8 g . A - @ . Navigator

Dock
E Paragraph Customization »

~r——

Properties

Styles and Formatting

Properties

Styles and Formatting

Gallery

L < K e

Navigator

o= 1= ;
o= Y= " )D A

Spacing: Indent: Restore Default

o= o= ¢:§ '°.E 4’%

< 000cm 5| "Z 000cm
= |000cm +| £ |0.00cm

= 000cm

El Page

Orientation: Margin:

The decks contained in the Sidebar are described below:
Properties Deck: Contains tools for directly formatting content.
When text is selected, these panels appear:

— Text: Modify text properties such as the font name, size, color, weight, or character
spacing.

— Paragraph: Modify a paragraph’s alignment, background color, indent, and
spacing, and toggle numbered or bulleted lists.
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— Page: Contains tools for directly formatting the page style like Orientation, Margin,
Size, and Column.

B Text

Times New Roman vl 12 v
B/ U-mf || ®
B n- (A z-

B Paragraph

| B Page

> Orientation: Margin:
& - 0-
Size: Column:

o Caution
Be aware that by changing the options on the Page, you will change the page style

in use, modifying not only the current page but all pages using the same page style
in this document.

Gallery x

i

New Theme...

==,

(8 Bulles o
Gallery Deck: Shows images and diagrams included in the 8 s e
Gallery themes. The Gallery has two sections: the first lists 5 ] Arows A0 Arrow Gy et
the themes by name (Arrows, Bullets, Diagrams, and so on)
and the second displays the images in the selected theme. L ———
For more information on using the Gallery to add images to — A0kArou-DRes Rt

. A05-Arrow-Blue-Left
a document, create new themes and add your own images. o8 Ao R gt
A07-Arrow-LightBlue-Left
—=p A08-Arrow-DarkRed-Right
4— A09-Arrow-Gray-Left

—. A10-Arrow-Purple-Right

Navigator X

i

0-2 3 |

HowEE =-

i)

. = e W

Navigator Deck: Browse the document and B Tables 3
. . . [] Text frames

reorganize its content by selecting content R Grophics 3

[o5 OLE objects
& Bookmarks

categories, such as headings, tables, frames,
images, etc.

= Sections
Hyperlinks
eferences
Y= Indexes

[Z) Comments
% Draw objects

IV. Toolbars

Standard bar: Contains many icons such as Open, Save, Print, Copy, Paste, Brush, and
Format, etc.

Formatting Bar: Contains various icons related to formatting text, paragraphs, and more.
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BB = &R P & BEH-v #2838 92 0,
\gp‘ Default ~ | | Times New Roman v |12 v B 7 U|E = = = |1z ¢ = A"p’@,"

1. Displaying or Hiding Toolbars

To display or hide toolbars, go to View > Toolbars on the Menu bar, then click the
toolbar’s name in the drop-down list. An active toolbar shows a check mark beside its name.
Note that toolbars created from tool palettes are not listed in the View menu.

To hide a toolbar, go to View > Toolbars on the Menu bar and deselect the toolbar, or
right-click in a space between the icons on a toolbar and select Close toolbar in the context
menu.

2 Untitled 1- OpenOffice Writer
File Edit View Inset Format Table Tools Window Help

ts &- o
n v 12 v B I

3D-Settings
Align

Bullets and Numbering

Drawing Object Properties
i

K
Ctrl+F8 =
=] Ctri+F9 For
q N g Characters Ctrl+F10 F
¥ Hidden Paragraphs F

Data Sources F4 b=
s Media Playback
OLE-Object
Picture
¥ Standard
Standard (Viewing Mode)
Table
Text Object

CtrlShift+)

2. Moving Toolbars
Dotted handles indicate docked toolbars on the left end (Figure 10). They can be
undocked and moved to a new docked position or left as a floating toolbar.

To undock a toolbar:

» Move the mouse pointer over the toolbar handle, the small vertical bar to the left of a
docked toolbar, as shown in Figure 10.

» Your mouse pointer will be shown as a move pointer. Click the left mouse button and
drag the toolbar to a new location.

> Release the mouse button.
B2 = =
Epj Default v

To move a floating toolbar, click its title bar, drag it to a new floating location, or dock the
toolbar at the top or bottom of the main window.

. Note
You can also dock a floating toolbar by holding down the Ctr/ key and double-
clicking on the toolbar’s title bar.

. Tip
If the toolbar handle is not displayed, its position is locked. To unlock the toolbar,
right-click it and then deselect the option Lock Toolbar Position.
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3. Floating Toolbars

Writer includes several toolbars whose default settings correspond to the current position of
the cursor or selection (when toolbars are made active). For example, when the cursor is in a
table, the Table toolbar appears, and when the cursor is in a numbered or bulleted list, the
Bullets and Numbering toolbar appears. You can reposition or dock these toolbars described
in “Error! Reference source not found.” Error! Reference source not found..

Table v X

BN SE=E 8EE 2 E

To position a toolbar, do any of the following:

e Right-click somewhere in the floating toolbar and click Dock Toolbar in the context
menu. You can reposition the toolbar to a different docked position.

¢ C(Click Dock All Toolbars to dock all floating toolbars.
¢ (Click Close Toolbar to close the selected toolbar.

4. Customizing Toolbars

You can customize toolbars in several ways, including choosing which icons are visible and
locking the position of a docked toolbar. You can also add icons and create new toolbars, as
described in Chapter 20, Customizing Writer. To access a toolbar’s customization options, right-
click anywhere on the toolbar to open a context menu.

To show or hide icons defined for the selected toolbar, click Visible Buttons on the context
menu. Visible icons are indicated by an outline around the icon or by a check mark beside the
icon (Figure 12), depending on your operating system. Select or deselect icons to hide or show
them on the toolbar.
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V. Rulers
The horizontal ruler across the top and the vertical ruler on the
left of the workspace is shown by default. To enable or disable the
ruler, choose View > Rulers on the Menu bar or Tools > Options
> OpenOffice Writer > View and click on Ruler.

VII. Cursor

It is a small vertical black line that flashes, which is the starting point for the writer.
You can move it with the mouse, click on the position you want to move to, or use the arrow
keys.

VIII. Status Bar

The Writer Status bar is located at the bottom of the workspace. It provides information
about the document and convenient ways to change some document features quickly. It can be
hidden by deselecting it in the View menu.

Page1/1 Default English (UK)

INSRT | STD |* BOGEE @ =—F0——® [100%

e Page Number: This shows the sequence number of the current page, the total number
of pages in the document, and the current page number (if different from the sequence
number). For example, if you restarted page numbering at one on the third page, its
page number is one, and its sequence number is 3.

e Text Language: Shows the language and localization used for spelling, hyphenation,
and the thesaurus. It is based on the position of the cursor or the selected text.

e View Layout: Click the corresponding icon to change between single-page,
multiple-page, and book layout views (Figure 9). You can edit the document from
any perspective. Zoom settings interact with the selected view layout and the
window width to determine how many pages are visible in the document window.

nA,Jlli \_J_LJ .i\.,J

1 1 2 1

e Zoom: To change the view magnification, drag the Zoom slider, click the + and —
signs, or right-click the zoom level percent to pop up a list of magnification values
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from which to choose. Zoom interacts with the selected view layout to determine

how many pages are visible in the document window.

Q=—TF0———@ |100%

IX. Context (right-click) Menu

Context menus provide quick access to many menu
functions. They are opened by right-clicking on a paragraph,
graphic, or other object. When a context menu opens, the
functions or options available will depend on the object that has
been selected. This can be the easiest way to reach a function,
especially if you are not sure where the function is located in the
menus or toolbars.

X. Dialogs

2 Untitled 1 - OpenOffice Writer
Fle Edit View Insett Format Table Tools Window He

B-EB-He o B&O Y

& 2y 3 A 5B T e

oerEe

Ay

Edit Paragraph Style...

B3 Paste

15°14°1312' 1171098 765

A dialog is a particular type of window. Its purpose is to inform you of something,
request input from you, or both. It provides controls for you to specify how to act.

In most cases, you can interact only with the dialog (not the document itself) as long
as it remains open. When you close the dialog (usually, clicking OK or a similar button saves
your changes and closes the dialog. Clicking Cancel closes the dialog without saving any

iew Inset Fgrmat Table Tooks Window Help
eS8 v

sert Table.

Name Table!

More Options ¥ Help Close £ Border

changeé), you can work with the document again. Some dialogues can be left open as you

work so you can switch back and forth between the dialog and your record. An example of

this type is the Find & Replace and Insert Table dialog.

XI. Creating a New Document

You can create a new, blank document in Writer in several ways. If a document is already open

in OpenOffice, the new document is made in a new window.

1. From the Operating System Menu

Like you start other programs, you can open the OpenOffice Start Center or the Writer
component from the operating system menu. When OpenOffice was installed on your computer,
a menu entry for each element was most likely added to the system menu. On macOS, the

OpenOftice icon will be in the Applications folder.
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Al Apps  Documents Web  More v

2. From the Start Center
When OpenOffice is open but no document is available, the Start Center (Figure 23) is
shown. Click the Text Document icon to create a new text document.

.
OpenOffice’4 / roncre
i? :lt’;lL_)utJ’l']’t"'l', i//\ Drawing
pj Soreadsheet i3 Dgtabase
=
:T: Presentation E Formula
E‘ Open.. v ) Templates
/B9

3. From the Menu Bar, Toolbar, or Keyboard
When Writer is open, you can also start a new Writer document in one of these ways:

e Press the Ctrl+N keys, or
¢ Choose File > New > Text Document on the Menu bar, or
2

e Click the New icon = "on the Standard toolbar.

XII. Opening an Existing Document
You can open an existing document by following:

e Click the Open icon “ ™ on the Standard toolbar.
e Or Click File -> Open
e OrCtrl+0O

And then, Open Dialog will appear. Navigate to the folder you want, select the file, then
click Open. If a document is already open in OpenOffice, the second document opens in a new
window.
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2 Open X
* <« LibreOffice > Writer » v [J) O Search Writer
Organise v New folder == v [ 0
A~
A - A
OneDrive - Persor Name Date modified Type
[0 This PC OpenOffice 01/10/2022 14:36 File folder
T . PDFs 2022 16:46 File folder
< 3D Objects ¥ Readme.md Markdown S
I Desktop 8 WG73-WriterGuide.odm OpenDocun
'[i] Documents E;Z] WG73-WriterGuide.odt OpenDocum
& Downloads [ WG73-WriterGuide.pdf Microsoft Ec
D Music 8 WGT7300-Preface.odt OpenDocur
= Pictures EWG7301-[ntrodu(manter.odt OpenDocum
B vid 8 WG7302-TextBasics.odt OpenDocun
ideos
= . E WG7303-TextAdvanced.odt OpenDocurr
& Local Disk (C) 8 WGT7304-FormattingText.odt OpenDocun
- DATA (D:) £2) WGT05-FarmattinaDanecRacics nrlt 22/02/2027 10-4 OnenNacur ¥
v < >
[ Read-only
File name: | v | [Anfiles ) v
Version v Cancel

You can reduce the list of files in the Open dialog by selecting the type of file you are
looking for. For example, if you choose Text documents as the file type, you will only see
documents Writer can open. This method opens Word (.doc or .docx) files, other formats, and
OpenDocument (.odt).

.
1 Text documents (*.odt;*.ott;*.sxw;*.stw;*.doc;*.dot;*.txt;*.html;*.htm)
Spreadsheets (*.ods;*.ots;*.sxc;*.st;* xls;* xlc;* xIm; * xlw;* x It *.csv; " txt)
Presentations (*.odp;*.otp;*.sxi;*.sti;*.ppt;*.pps;*.pot;*.sxd)

Drawings (*.odg;*.otg;*.sxd;*.std;*.sgv)

Web pages (*.html;*.htm;*.stw;*.oth)

Master documents (*.odm;*.sxg)

Formulas (*.odf;*.sxm;*.mml)

Database documents (*.odb)

|ODF Text Document (*.odt)

ODF Text Document Template (*.ott)

10penOffice.org XML 1.0 Text Document (*.sxw)

{OpenOffice.org XML 1.0 Text Document Template (*.stw)
Microsoft Word 97/2000/XP (*.doc)

UMicrosoft Word 97/2000/XP Template (*.dot)

(|Microsoft Word 6.0 / 95 (*.doc)

1Microsoft Word 95 Template (*.dot)

Rich Text Format (*.rtf)

0 Text (*txt)

A Text Encoded (*.txt)

HTML Document (OpenOffice Writer) (*.html;*.htm)

UDocBook (*xml)

(|Microsoft WinWord 5 (*.doc)

|Microsoft Word 2003 XML (*xml)

Microsoft Word 2007 XML (*.docx;*.docm)

IMicrosoft Word 2007 XML Template (*.dotx;*.dotm)

Uniform Office Format 2 Text (*.uot)

T602 Document (*.602;*.txt)

Unified Office Format text (*.uot;*.uof) \

Al files (*) vl ]

XIII. Saving a Document
You can save a document using any of the following commands:

e Save: use if you are keeping the document, its current filename, and location.

e Save As: use to create a new document, change the filename and file format, or save
the file in a different location on your computer.

1. Save Commands
Do one of the following:

o Press Ctrl+S.

e Choose File > Save on the Menu bar.
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e (lick the Save icon E on the Standard toolbar.

If the file has not been saved previously, a Save As dialog appears after selecting one
of the above options. Enter the file name, verify the file name type and location, and click
Save.

If a previously-saved file is being saved with the same file name, type, and location,
nothing else must be done.

2. Save As ea Command
Use this command if you want to save the current version as a new document by
changing the file name or type or by saving the file in a different location on your computer.

Choose File > Save As, or use Ctr/+Shift+S to open a Save As dialog where you can
change the file name, type, or location and click Save.

B Save As X
M & « OpenOffice3 > Writer > WORD v ¢] Search WORD
Organise v New folder =< o
[ Desktop 2 Name ) Date modified Type
(=] Documents i) 0200WG33-WriterGuideOOo.odt 26/10/202 OpenDocum
¥ Downloads 2 Untitled 1.0dt 26/10/202 OpenDocum
J! Music
&= Pictures
B videos
‘ia Local Disk (C:)
- DATA (D3) v < >
File name: | Untitled 1.0d v
Save as type: | ODF Text Document (.odt) (*.odt) v
[ Automatic file name
extension
[] Save with password
Edit filter settings
A Hide Folders Cancel

v’ Save: means to save what we entered after opening this old file. It does not display the
Save As dialog, which requires a new name for this file, so the Save As dialog is not
displayed when you select Save.

v Save As: means save by requiring us to assign a new name to the old one. The old file
retains the same name and data format.

. Note
OpenOffice uses the term “export” for some file operations involving a change of
file type, such as PDF.

XIV. Undoing and Redoing Changes

To undo the most recent change in a document, press Ctr/+Z, choose Edit > Undo on
the Menu bar, or click the Undo icon on the Standard toolbar. To get a list of all the changes
that can be undone, click the small triangle to the right of the Undo icon on the Standard
toolbar. You can select several sequential changes on the list and undo them simultaneously.
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B -8 v HP2EE T O

Delete 'Phasellu...tempus.’
Delete 'Platea d...d odio.'

Typing: 'gtrgtrhtrh’

Actions to undo: 5

After changes have been undone, Redo becomes active. To redo a change, select Edit
> Redo, press Ctr/+Y or click the Redo icon on the Standard toolbar. As with Undo, click the
down arrow icon of the combination icon to get a list of the changes that can be restored.

XV. Closing a Document

If the document is open and you want to close that document, go to File > Close on the Menu
bar or click the X on the Title bar. Depending on your operating system, the X may be located

on either the right or left end of the Title bar.

E Sample Texts.odt - OpenOffice

File Edit View Insert Format

[0 New »
Open... Ctrl+0

Recent Documents » _ O X
3\ Wizards > x
(& Close

Save Ctrl+S
ﬁ Save As...  Ctrl+Shift+S

Save All

®

Reload

Lo

A message box is displayed if the document has not been saved since the last change. Choose

whether to save or discard changes.

n taucibus purus 1. Non nis1 est sit amet tacilisis magna. Luctus
urna porttitor rhoncus dolor purus. Donec adipiscing tristique risus
serra accumsan in. Metus vulputate eu scelerisque felis imperdiet
risus nullam.

purus. Nullam OpenOffice 41.13 X he

sed velit. Pe,ll The document "Sample Texts.odt" has been modified.
ma. Quam vive Do you want to save your changes?
n sodales nequ

mec pretium. A

Discard Cancel

ulvinar elementum. Dignissim suspendisse in est ante. Vulputate
ein nibh. Eget dolor morbi non arcu. Elit ut aliquam purus sit amet
Turpis cursus in hac habitasse platea dictumst. Felis bibendum ut
iculus mus mauris vitae ultricies leo integer. Donec adipiscing

XVI. Closing OpenOffice.org

To close OpenOffice completely, click File > Exit, or close the last open document as

described in “Closing a document” above.

If all the documents have been saved, the Writer closes immediately. A warning
message appears if any documents have been modified but not saved. Follow the “Closing a

document” procedure to save or discard your changes.
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~ BB Summa .

Writer is an OpenOffice.org article editor. Currently, there are many
different programs that can be used to create text files of different types. Writer is
an important program that can help you to create text documents as it allows you
to create an interesting text file with images and various formatting settings.

With Writer you can easily create text documents such as letters, brochures,
schedules, certificates, price lists, questionnaires, exercise manuals, lessons, etc. In
addition, the manuscript also provides many other functions that allow you to create
complex documents, such as writing projects, proposals, reports, resumes, books,
etc. These documents are multi-page, which may require page numbers, chapters,
graphics, and a table of contents.

_ ,

" Questions

What is Writer?
What sidebar?
What is a tools bar?

Describe how to create a new document.

o> D =

Describe the difference between save and save as.

Ca Exercises

nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

1. Open the Writer program and save it in your Documents folder as: Lesson 1.
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Lesson 4 Khmer Unicode

1. Definition

You already know that the writer program is a program that specializes in administrative
matters such as writing letters, writing essays, etc. So, to make it easier to write Khmer text on
the computer, you will learn how to type Khmer Unicode in this chapter. Before learning how

to type Khmer Unicode, you need to understand Khmer Unicode first.

Unicode is a universal encoding scheme for typing and text that defines a consistent,
multilingual encoding method that can exchange text data internationally and lay the foundation
for universal software. Unicode is not just another font but a new international standard for the
Khmer language and the Royal Government of Cambodia. Computers around the world will
understand Khmer when using Khmer Unicode fonts. Older fonts will be forgotten in the next
few years, and all text will be in Unicode. All Unicode fonts have the same encoding and
meaning when an article is typed. The Unicode font can be converted to other Unicode fonts,
and the text will remain in the correct format. For example, text typed in the KhmerOS System

will be visible to other machines that do not have the KhmerOS System fonts but have Unicode.
What are the applicable Khmer codes?

v Khmer Unicode designs computer fonts (rounded corners, plain fonts ...)

You can use Khmer Unicode to type Khmer text faster (spelling)

Can display various information on websites that use Khmer Unicode

You can find information online in Khmer through Google or Wikipedia (Khmer)
Use Khmer Unicode to communicate in Khmer via email and chat

Using Khmer Unicode allows you to sort Khmer letters alphabetically

AN N N N SN

Using Khmer Unicode can check the spelling of Khmer words correctly

Khmer Unicode is being introduced in many government institutions, schools, NGOs, and

private companies in Cambodia.

I1. Differences Between Old and Unicode Fonts

If you have used the old Khmer fonts (Lemon, Battambang, ABC, etc.) before, you need
a little time to get used to the new fonts (Unicode fonts). But this should only require two or

three days. In a very short time, you will be able to type faster. The main point is that you can

type in spelling (“type in spelling” is not correct), not from left to right, as you write by hand.
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One of the most important differences between the old typing style and Unicode modes

is that when using new fonts, there is a key on the keyboard to represent each vowel, including
i:] ’Ij 111710 A% 1008 ete. In Unicode, you can type all at once, as in Khmer, meaning there

is no need to type in parts. For example, if you wanted to type words with older fonts, you

would have to type:

o+ U + 3 But with the new font, you have to type: U + i

In the example above, you will see that the keys are different, and you have to type the

letters first and then type the vowels as you spell. ( fU ...1¢: )

The most unusual thing about this new typing mode is that the leg is no longer embedded
in the keyboard. So, to type a letter, you have to use two different keys: a key indicates that the

next letter is the letter foot, and then the standard key for that letter. For example, to write the

word " ﬁ " you need to type: fi + ¢ + {0 + ©

This is a way to increase typing speed because you do not have to remember all the
literal feet on the keyboard. These are just some of the examples that introduce you to new ways

of typing. We will now look at things in detail step by step, starting with understanding the

Khmer characters.

I11. Keyboard Layout and Unicode Typing
1. How to Use the Keyboard to Type Unicode

Typing Khmer Unicode differs from using old Khmer fonts. We must first change the
keyboard’s language before we can type Khmer Unicode. We can find out what language our

keyboard uses by looking at the bottom right corner of your computer monitor screen.

If you see ENG, which is short for English, your computer uses an English keyboard,
so all the keys you type will appear in English characters.

If you see %Qi, it means that your computer is using a Khmer keyboard, so all the keys you

type will appear in Khmer characters.

2. How to Change the Keyboard to the Khmer Keyboard

e Control the mouse pointer, click on the ENG letter, and select %Qi or
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e Press Shift and Alt keys simultaneously: Each time you press them, the keyboard
changes immediately. If the keyboard is currently in English (ENG), it will switch to

Khmer (%gi), and if it is currently in a Khmer keyboard setting, it will switch to English.

ﬂ

English (United Kingdom)
United States-International k...

Khmer
Khmer (NIDA) keyboard

Language preferences

2 . e
ANDE Y R e B

r A O ® 7 9) ENG

05/11/2022 E‘

3. Learning the Keys

C0E0

A

HE PP RERE]
B 62 1 2L ), 0 36:3C 96 3 aem
B 2.2, 31 2L 3l 2L 9l 2 o3 e
— R z

5 O e

Take a look at the Khmer Unicode keyboard layout. Example: Key R

mm—’ 1/ )_.I
t;uam

e The letters, vowels, and punctuation at the bottom of the key are typed simply by

=3

mls
T N

pressing the key. For example: To order a letter 1, press R, the standard key.

e The letters, vowels, and signs in the upper right are typed by pressing the shift key with

that key. Example: To order a letter U, press the Shift key + R.

e Some letters that are not often used or some full vowels are placed in the upper left of

the key and are greyed out by pressing the Alt Gr key. For example: To type a letter U,

press the Shift key (Al Gr) + R
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IV. How to Type Khmer Unicode

To type text using Khmer Unicode, you must type in the order of spelling, not writing

from left to right. And the computer will arrange the letters in the correct order.

fi. How to type consonants in combination with vowels

It is best if you type in #a the order of spelling, such as i

ol o

fU+1: Isnot ¥ +FU + o

All words must be in this order. The syllables must be typed according to a general rule.
Consonants + Subscript + Vowels + Signs

For the Khmer spelling, the consonants and vowels are used the same way, so the

consonants in this document refer to either consonants or independent vowels.

Vowels are always typed behind the letter, even if written in front, behind, above, or

below. The computer will place it in the correct position. Vowels with two parts, such as 1:1,

are also typed after consonants. s

Bo+10-> 10
S +17->181
U+ 10 -> 160

If the syllable has any alphabetical foot, that foot is typed behind the main letter but in
front (if any).

1. How to Type Consonant Subscript

You should also note that the alphabet is not available on the keyboard as in previous

fonts (Lemon, ABC, or other fonts) because in Unicode the consonant subscript and the main
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consonant are used with the same keys. To signal that the next letter is a consonant subscript,

the J key (i) is typed before the main consonant I

Example:

G+0+0+0->00

m++i+d>‘[ﬁ"i
iU + +‘I+§ —>§Lﬁj

For a two-subscript syllable, you must type both subscripts in the order of the spelling,

and a (o) sign must precede each subscript:

o

ﬁ5+§+ﬁ+gs+i+z:",s->Lff;J'”

Make sure you do not type the § subscript before the other subscript. Adhere to the
spelling sequence and do not type the consonant subscript behind the vowel.

2. Special Case for Consonants
There are some cases where some characters are represented by more than one shape

depending on the different letters around them, in the case of the letter U followed by 11 vowel.

In previous fonts, it was necessary to have a unique character for this case, but in Unicode, you

must type the normal key for the letter U. When you type 11, the computer will immediately

change the shape of the letter U.
U+->0O
The same goes for the letter £T]. You do not have to worry about the appearance of letters

or subscripts ;. If you type correctly, a correct letter will appear:
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G+ N+ -> N0

U+ M+ ¢+ 0+ A->00m

U+ + 0 +G6+10+ [0 ->UNM

Don’t type F1 + 1 instead of ]].

3. Special Case for Vowels

There are several vowels that, although present on the keyboard, represents two different

characters (they have no direct characters in Unicode):

A5 oh oo to0 88 1o

You can type these vowels directly with the keyboard keys, but if you want to delete

them, you have to press the backspace key (<-) twice

In contrast, there is a vowel with the following two parts (split vowel):

1) 1) 1 8k il

They are typed with a single key and erased by the backspace key.

Other vowels not on the keyboard require double typing. For example:

f+i0+ 00 -> i

4. Sign for Changing Consonant Sound

Sometimes a character is called a letter changer, which changes the vowel sounds

accompanying a letter. These are two characters:

- A wavy line () changes the vowel sound that accompanies the voiceless consonant to
the voiced consonant. It is used with a voiceless consonant that is not equivalent to any voice

consonant. These are:
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0 HSY U

-Mouse teeth () are used to change the vowel sound that accompanies the voiced

consonant to the voiceless consonant. It is used with a voiced consonant that is not equivalent

to any voiceless consonant. These are:

BHomy wi 8"d

The exception (i) is also used with the letter U to change its sound from U to U.

Consonantal characters are usually typed after the letter and subscript but must be typed in front

of the vowel. Components with a sign for change consonant sounds are in the following order:
Consonants + Subscript + Sign for change consonant sound + Vowels + Sign

For example:

Mi+ 0+ )+ 7 -> UNRA
U+ o +10+8+U+ 0 +1000 - 080
M+{p+g+8+U1+7+ g+ 8-> {[ibU]s

U+E+éﬁ;+ﬁ—>fj:‘ﬁ

When a sign for a change consonant sound is followed by a vowel located above the

consonant or by a vowel, the sign for a change consonant sound changes its position

automatically under the main consonant. Also, it changes its shape to a vowel (:;). And you do

not have to type ¢:. Here are some examples:
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If you type vowels ¢; instead of T or , you will not be able to type two vowels in a row:

There are three exceptions to the sign for change consonant sound, which does not
change position even though the vowel is above the letter. The computer will set the correct

order for the consonant you type.

e [t will not change shape when the upper vowel is a :: because the combination of the

vowel and the body changed to the lower vowel of the sign for a change consonant

sound can be confused with a *. The same goes for all vowels that are placed on a

consonant. If not combined with the sign for change consonant sound characters, the

sign for change consonant sound characters will remain on the same consonant.

° )

H+T+0>8H

e It will not change shape when the letter U is used in conjunction with © because the

reader will not know whether the following form represents for Tord (so if it is

pronounced as a vowel, it must be changed or if it is pronounced as a consonant, it

should be replaced U instead of U

U+T 4040 ->00

e When there is one consonant, and one subscript, one of them is Ul. Typing must always

follow the dictionary of Choun Nath. This is probably because the other consonant in

the syllable may be the voiced consonant. If the sign for change consonant sound

o

characters is changed, it is unclear whether : applies to Ul or another consonant.

a
o

H+ o+Ul+ 0+ 0+ 001>

s

5. Sign

There are three types of Signs in Khmer that form part of a syllable:
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A
robat ( ) 3 robat is a Sanskrit loanword sign and has the same sound as putting the

letter { in front of the letter it is above. It is considered different from other signs. robat

is usually typed after the consonant above and the vowel to be typed. A syllable with a

robat (‘) cannot have a subscript or a vowel te-be placed above a special consonant.
When using robat (A), the syllable must have this form 3

consonant + robat (A) {+ vowel} {+sign}

For example:
N+ 0N+ 0-> 06N
B0+ B+ 0+ 00 -> fUR:
ﬁ+U+?}+i‘3+i—>‘ﬁT§i
HeN+U+0+0+00->m0N

ﬁj+ﬂ+§2‘e+iz‘.‘_i¢=+ﬁ+§§+Fwﬂ—>ﬁﬁﬁ§

Other punctuation marks SENUNE (), EOUNHEIEN (7) HAN (0) MAMS ( 0 )

o

ny (o) 84 Uﬁﬁ (') Is placed above the main letter “1 They are usually not used in

combination with vowels. Still, in cases with vowels, they should be typed after the

vowel and before the syllable after the syllable.”] When used with a vowel ¢ (do not

confuse it with a < or ) We have the following formula 3

consonant + subscript + sign for change consonant sound + vowel + above sign +

behind sign

For example:

U+ 1+ ¢ -> fUR
S+ +h+ 01> G0

AN+ ¢+ oo -> 0N
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A computer automatically executes two exceptions, but you should also note them

because sometimes the upper vowel can be combined with a cross, such as s

-4

e The combination of ©: + :: is used for many words. Some previous fonts had such special

characters. In Unicode, both characters are typed separately, but they can be combined
correctly, as in the example below. s

D4t +0+ 0+ 0 -> NS

a

Technical Note: This is just a technical note. To make it easier to read, we call it a < :as

o o

vowel, but Unicode considers a ¢: as a sign, not a vowel. I Character 1 and ‘ Are formed
by a combination of vowels 1 and :; with the sign (fJEm §‘Ej‘[ﬁ f1) Both Khmer vowels
('] and ¢; ) are available on the keyboard to adapt to Khmer culture, but the keyboard has

created characters 1] or ©; And then the characters *. The same goes for vowels ; 12 and 141 ¢io

They are automatically generated by the keyboard, but you have to understand that when we

press one of these vowels, the keyboard must first create a vowel (; 12 or 1271) and then a pair

of small circles (::3).

e A pair of small circles (‘s) and dots (:) are always placed after the last syllable. They

can’t be confused with two dots (and a) line (:)

B+ 10+ 00 -> IR0

6. Punctuation (14:+ 20 o, “ ?)
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The Khmer alphabet has punctuation marks such as the period (“1). A period used to
end an entire text or a chapter( “1 ), two dots (and a) line (3), duplication sign (J), cock’s eye

( 0 ), and a period used at the end of poetic or religious texts ( C ).

In addition, some punctuation characters are borrowed from Latin letters, such as
exclamation marks (!), periods (.), double quotations (*), and question marks (?). Dashes are

used only for cross-sections. Punctuation in the Khmer language is usually separated from the

words before and after by a space, except when used with an even duplication sign (J). Latin

punctuation marks are usually not separated by a word in front of them, except when used with
double quotes (the words after the opening and before the closing double quotation marks are
not spaces). In Khmer, space is also considered a punctuation mark used to pause speech, not

to separate words. To type a space, press the SHIFT key and the spacebar at the same time.

7. Combination

In Unicode fonts, when the o vowel follows a letter, it changes shape slightly to make
it more beautiful. If :1 vowel is deleted, the letter will be reverted to the original format. Users

usually do not know how to combine this. They want the text to look pretty good. Please pay

attention to this point 3

O+ a->m

You can see the variation of §i hair when combined with the vowel 1.

Another combination in the Khmer alphabet that also changes shape is between the round i and

a
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8. Zero-width Space (ZWSP)

Words in Khmer are typed consecutively and separated by a punctuation mark.
Typewriters, Internet browsers, and other text-based programs need to know where to break
each sentence into new lines. In Western languages that use spaces to separate words, this is
certainly not a problem, but in Khmer, these programs do not know where to end a comment

and a new line.

In most newspapers in Cambodia, line breaks are done manually. The writer has to
calculate whether the next word can be put in a line together, then they will work on that line

manually.

Web pages cannot be used this way because the page format depends on the browser

window size on the user’s computer and screen resolution.

The solution to this problem is to include invisible spaces between those words, which
are just spaces for separating words from one word to another, and to let those programs know

where to line up, so we cannot see the gap between the words.

This character is called an invisible space, the most frequently used character in the text
(100 keystrokes have 16 hidden spaces), so we decided to put the most commonly used
keystroke on the key. The easiest click is the spacebar. Each time you press the invisible space,
you will insert a space bar. If you press the spacebar invisibly (without pressing any other key),

the characters inserted into the text become an invisible space.
To type a space, you must press the SHIFT key combined with the spacebar.
Invisible space is used for:

v' Separation between Khmer words (split words)

v Typed after each word
e ¢
2iglannniils

Note: Do not type between fU16U1 and iﬂS, because school is the same word for some of the

following words: [N SiANIMI i MINT NAgH [HVEL...

9. (Non-breakable Space)
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In any language, there must be syllables, words, and phrases. The right combination of
these components will form a paragraph of meaningful text. The important thing is to know
how syllables, words, phrases, and sentences are different. But what makes it stand out? We
hope you do this by studying Khmer Grammar. At this point, we would like to emphasize only

the sentences.

A sentence is a combination of words that is meaningful enough to be heard and ends
with a punctuation mark, such as (.?....). In the same way, in Western languages, there is an
ending with a punctuation mark. Still, the difference is that there is no gap between the words
and the punctuation mark, thus making it easier for the typist to type without a single
punctuation mark. Which one alone comes to a new line? In particular, in the Khmer language,
by the grammar rules in writing between sentences, each sentence must be separated by a
punctuation mark, and spaces must separate the words that follow the punctuation. This makes
it somewhat tricky for the typist because when the punctuation mark is at the end of the
paragraph, the spacebar causes the punctuation mark to fall on the new line alone, thus causing
the text to lose its beauty. To avoid this problem in the computer system, we have created a

unique key called interconnect. Spacing keys combine the Alt (Gr) key and the Space key.
Formula: Word + Alternate Key + Invisible Space Key + Punctuation

Adding a space between a word and a punctuation mark means that you can only see
the space between the word and the punctuation mark normally, but embed a feature that helps
keep the word and the punctuation stick together. The words that follow it cannot sign alone.
This space can also be used with characters other than punctuation, and it retains its original

character—spaces but no lines in the line.
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i B8 Summar )

e Unicode is a universal encoding scheme for typing and text that defines a
consistent, multilingual encoding method that can exchange text data
internationally and lay the foundation for universal software.

e To type text using Khmer Unicode, you are required to type in the order of
spelling, not the order of writing from left to right. The computer will
arrange the letters in the correct order.

e Zero-width space is used to separate words.

+? Questions

What is Writer?
What is a sidebar?
What is a tools bar?

Describe how to create a new document.

o> W o=

Describe the difference between save and save as.
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Lesson S Text and Paragraph Formatting

I. Selecting Text
You can swipe the mouse cursor over text or use multiple clicks to select a word (double-
click), sentence (triple-click), or paragraph (quadruple-click).

You can also click on the text, press F§ to enter Extending selection mode, and then use the
arrow keys on your keyboard to select a contiguous text block. Press F'§ again after you have
finished selecting the block of text.

In addition, you can select non-contiguous items and vertical blocks of text. One way
to change the selection mode is to use the icon on the Status bar (see Figure 1). When you right-
click the icon, a context menu displays the available options: Standard selection, Extending
selection (F8), Adding selection (Shifi+F8), and Block selection (Ctrl+Shift+F8). Left-clicking
cycles through these selections.

English (UK) INSRT | STD |*

1. Selecting Non-consecutive Items
To select non-consecutive items (Figure 2) using the mouse in Standard selection mode:

» Select the first piece of text.
» Hold down the Ctrl key and use the mouse to select the next part of the text.
» Repeat as often as needed.
To select non-consecutive items using the keyboard in Adding selection mode:
» Select the first piece of text. For more information about keyboard selection of text, see
the topic “Navigating and Selecting with the Keyboard” in the OpenOffice Help (F1).
» Press Shift+F$§ to enable Adding selection mode.

» Use the arrow keys to move to the start of the next piece of text to be selected. Hold
down the Shift key and select the next piece of text.

» Repeat as often as required.

Now you can work with the selected text (copy, delete, change the style, and so on). After
finishing your work with the selected text, press Esc to exit Adding selection mode.

Around the World in 80 Days - Jules Verne

overspread Passepartout's round face; clearly he had not comprehended his

master.
"Monsieur is going to leave home?"

"Yes," returned Phileas Fogg. "We are goinground the world."

Passepartout ppened wide his eyes, raised his eyebrows, held up his hands, and seemed about
to collapse, so overcome was he with stupefied astonishment.

'Round the world!l' he mwrmured.
"In eighty days,"” responded [Mr. Fogg. "So we haven't a moment to lose.”
"But the trunks?" gasped Passepartout, unconsciously swaying his head from right to left.

'We'll have no trunks; only a carpet—bag, with two shirts and three pairs of stockings for me|
and the same for youl We'll buy our clothes on the way. Bring down my mackintosh and
traveling—cloak, and some stout shoes, though we shall do little walking. Make haste!"

2. Selecting a Vertical Block of Text

You can select a vertical block of text that spans through multiple rows using Writer’s
Block selection mode. Use Edit > Selection Mode > Block Area, or press Alt+Shifi+F8, or
click the Selection icon in the status bar and select Block selection in the list. Now you can
highlight the selection using a mouse or keyboard, as shown in Figure 3.
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When Mary Lennox was sent to Misselthwaite Manor to live with her uncle
everybody said she was the most disagreeable-looking child ever seen. It was true,
too. She had a little thin face and a little thin body, thin light hair and a sour
expression. Her hair was yellow, and her face was yellow because she had been born
in India and had always been ill in one way or another. Her father had held a position
under the English Government and had always been busy and ill himself, and her
mother had been a great beauty who cared only to go to parties and amuse herself
with gay people. She had not wanted a little girl at all, and when Mary was born she
handed her over to the care of an Ayah, who was made to understand that if she
wished to please the Mem Sahib she must keep the child out of sight as much as
possible.

EXxcerpt from The Secret Garden by Frances Hodgson Burnett

I1. Copying, Cutting, and Pasting Text

You can copy or move text within or between documents by dragging or using menu
selections, icons, or keyboard shortcuts. You can copy text from other sources, such as web
pages, and paste it into a Writer document.

1. Copying

v" Select text, and click the Copy icon 55 on the standard bar. And insert the cursor at the
paste-in point and click on the Paste icon & to paste.

v" Select text, and hold down the Ctrl key while dragging. The text retains the formatting
it had before pulling.

v" Use Ctrl + C to Copy and Ctrl + V to paste
2. Cutting

v" Select text, and click the Cut icon #% 55 on the standard bar. And insert the cursor at
the paste-in point and click on the Paste icon & to paste

v" use Ctrl + X to cut Ctrl + V to paste.

When you paste text, the result depends on the source of the text and how you paste it. If
you click the Paste button, the pasted text keeps its original formatting (such as bold or italics).
Text pasted from websites and other sources may be placed automatically into frames or tables
as part of the format when you paste.

To make the pasted text inherit the paragraph style at the insertion point:

v Choose Edit > Paste Special, or

v Click the arrow on the combination Paste button, or

v’ Press Ctrl+Shifi+V

v Then select Unformatted text in the resulting menu.

You can also press Ctrl+AIlt+Shift+V, which pastes unformatted text directly.

The choices on the Paste Special menu vary depending on the text’s origin and formatting (or
another object) to be pasted. Figure 4 shows an example with text on the clipboard.

& - ®E-w
OpenOffice Writer
DDE link
HTML (HyperText Markup Language)
Formatted text [RTF]

Unformatted text
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I1I. Inserting Special Characters
A unique character is one not found on a basic English keyboard. For example, © %2 & ¢ L i 6
o ¢ are all special characters.

To insert one or more special characters, place the cursor in the position where you want the
characters to appear. Then do the following:

e C(Click Insert > Special Character to open the Special Characters dialog (Figure 8).
Double-click the characters (from any font or mixture of fonts) you wish to insert in
order. They appear in the document as you select them. The selected characters are
added to the Recent Characters list on the lower left of the dialogue.

Special Characters X
S| XK ||| |8 | RO (B |E|= |0 |2 Cancel

=l=lelelg|lzg|z|[=x=|a]|- = ® | &
SO BEERE =] « e
el |elsmd [P | T O OO |&|L R
Elr|ole|x|e|e|e[x]elclela|e|y|y Delete
Ols|Qmlaln]2]% =] e|ecle|on|O
ool e e+ |+ == Rl c|lel«“|” |0
D|IQ|I0|@|0|®|0|®|®@| | OO0 |6 |0 |6
O |0 |0 |0 |0 @ | W|w|R ||| |we| || U+0020 G2)
Characters:

. Tips

To view details of a character, single-click it. Details are shown on the right, along
with its numerical code.

To insert a character and leave the dialogue open, double-click the character. To
insert a character and close the dialogue, click it and then click the Insert button.

Different fonts include different special characters. If you are still looking for a particular
special character you want, try changing the Font selection.

IV. Formatting Characters
1. Change Font Name

Generally, a document can have multiple font name types. These fonts include Khmer
OS Muol, Khmer OS, Khmer OS Moul Pali and Khmer OS Moul Pali, and many others. In the
body of the administrative letter, they usually use the usual Khmer OS System or Khmer OS
Battambang, and the national motto is usually in the Khmer font. OS Moul or Khmer OS Moul
Light Other fonts depend on the user’s design.

Available Khmer Unicode Font Styles:

Khmer OS SRunjiy Susia:

Khmer OS Battambang ﬁﬁﬁﬁjﬁﬁjéﬁﬁki

Khmer OS Bokor ﬁﬁ“ﬁ,jfwgﬁﬁij

Khmer OS Content ﬁﬁﬁﬁjﬁﬁjéﬁﬁki

Khmer OS Fasthand o e =R
ifnifoJC({;Sraﬁq__Z‘J
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Khmer OS Freehand J Ve 02
HESIrSIILYRTILE8d
Khmer OS Metal Chrieng oon e S t?
gm’-fnjftg r;:u[_ﬁf
Khmer OS Muol %aﬁﬁjﬁ%% yﬁegs
Khmer OS Muol Light ggss.sﬁjsess%ﬁﬁ‘ées
Khmer OS Pali ganmpuylameier
< & & ~b
Khmer OS Siemreap ﬁ;ﬁﬁﬁjiuﬁﬁuﬁfai

Method:

» Select text

» Drag the mouse to the font name on the Formatting
toolbar or the font name box on the sidebar

» Choose your font name.

2. Change Font Size

v

[¥] a5

A8 Khmer OS Bokor
AgKhmer OS Classic
A¢Khmer OS Content
AgKhmer OS Fasthand
A8 Khmer OS Freehand
A$Khmer OS Kien Svay
A8 Khmer OS Metal Chrieng
AgKhmer OS Muol
A$Khmer OS Muol Light
A8Khmer 0OS Muol Pali
AgKhmer OS Niroth

v

7

v

By default, the most commonly used font size with Khmer Unicode is 12. You can also
resize the font as small or large as you like. When writing an administrative letter, it is common

to use an 11 or 12 font size for the body of the letter.
Method:

> Select text

» Drag the mouse to the font size box on the Formatting toolbar or the font

size box on the sidebar
» Choose your font size.

3. Bold, Italic, and Underline
Method:

> Select text

3|
6 A

7
8
9
10

10,5

1
12
13
14
15

> Drag the mouse to the Bold B, Italic / , and Underlined U icons on the Formatting

toolbar on the sidebar

B=Bold I= Ttalic , U=Underline

Note: To remove bold, italic, or underscore text, select the text and click the bold italic icon

again.
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4. Change Font Color

> Select text Font color n

. . | Automatic
» Drag the mouse to the font color icon & on the Formatting ,JOC0O00DEmEER

. . JBEREEeROeo00o
toolbar or the font size box on the sidebar [ o o [ [

» Choose color inl===llllll_l

Automatic

V. Formatting Paragraph
1. Text Alignment

A paragraph is a text you type, starting with the characters you typed until you press the
Enter key. So, pressing the Enter key means that the line breaks into a new paragraph. By
default, when you type text, the left-aligned paragraph is set. You can customize the paragraph
alignment via the icons on the Formatting Bar.

Method:

» Position the cursor where the paragraph you want to align
» Select the Alignment icon on the Formatting bar

e Alignleft = (Ctrl+L)

e Center alignment = (Ctrl+E)
e Align right= (Ctrl+R)

e Align justified = (Ctrl+])

2. Bullet
Method:
» Position the cursor where you want to insert o Alignleft = (CEHL)
a bullet in the paragraph e Center alignment = (Ctrl+E)
» Click bullet on/off (Shift+F12) e Align right= (Ctrl+R)

o Align justified = (Ctrl+))

To choose more types of Bullets.

Click format menu

Choose bullet and numbering
Choose bullets tab

Choose bullet type

Click OK button

VVVYVY
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Bullets and Numbering X
Bullets Numbering type Outline Graphics Position Options
Selection
[ ] * |
[ ] * |
[} Solid large circular bullets ]
-> > X v
Remove Cancel Help Reset

3. Numbering
Method:
. 1. PreyV
» Position the cursor where you want to insert ) Sffeay Rzrilf
the numbering in the paragraph 3' Kon};pung gCham
» Click numbering on/off (F12) 4 Takoe
To choose more types of numbering:

» Click format menu

» Choose bullet and numbering
» Choose numbering tab

» Choose numbering type

» Click OK button

Bullets and Numbering X

Bullets Numbering type Outline Graphics Position Options

Selection

9. 9) 1. N
o ol 2. 2)
- m) 3. 3)
(a) )
B) (b) 1)
c ) (©) 1)

Remove Cancel Help Reset

4. Paragraph Indentation

Paragraph indentation is the movement of text in or out of the text border to the first
line or all text of a paragraph, left or right. The following will explain how to use the three
triangle icons on a horizontal line to indent a paragraph.
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» Hold down the mouse pointer to any triangle icon on the line.
» Drag in or out at the distance you want. You will then see different indentation changes
for the three types of triangles.

Example: Set the following paragraph indentation:

» The left triangle above the entrance distance of 1.5 cm.
» Pull the bottom left triangle to a distance of 1 cm.
» Pull the right triangle to a distance of 2 cm.

: §,__98memmmﬁn I A AR GNLUA IR
ééﬁ‘ Arusegmind Emmmsmt&ihzm;iamﬁa&mfﬁhmi}mf
gﬁ'jijlj_‘ﬁ SR I RGN TS Hy "Esutngsqﬁmﬁ}i
@ﬁgugl ﬁjﬁmzﬁlg@glsﬁﬁ}qmcsmﬁmmmmﬁﬂﬁﬁjﬁf
gnn}@m% nes{gluen motngngjsnibinem MRS
§Umﬁﬁﬁgﬁﬁ?ms FMGRNUEZG] FIItiR  2imzenim
MaRMA" .| 5

But using a triangle icon, you need to know the exact value entered in the paragraph. So
you can do the following.

For example, you have the following three paragraphs inserted. You want to indent the
second paragraph line where the left paragraph (before the text) is 1 cm. And the notable
paragraph (after the text) is 2.5 cm.

> Position the cursor in the paragraph that you want to format. E.g., second paragraph.

Paragraph X

Borders Background

Indents & Spacing Alignment Text Flow Asian Typography Outline & Numbering Tabs Drop Caps

> Enter the value of 1.00 cm. In the |~
box before the text (same as using Before text 100cm
the lower left triangle on the line) Altrsert 2R
> Enter the value of 2.50 cm. In the | [y e
box after the text (same as using the | spacing
right triangle on the line) Fhoveparsareh P
» The first line: indicates a paragraph |
to the first line (same as using the of
upper left triangle) R
» Click OK button

Below paragraph 0,00 cm

Cancel Help Reset
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Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the capital, Phnom Penh, one of a handful of urban centres in the
largely rural country.

For 2,000 years Cambodia’s civilization absorbed influences from India
and China and. in turn, transferred them to other Southeast Asian civilizations.
From the Hindu-Buddhist kingdoms of Funan and Chenla (1st-8th century)
through the classical age of the Angkor period (9th—15th century). it held sway
over territories that are now part of Thailand, Vietnam, and Laos.

Cambodia began the process of recovery under the Vietnam-backed regime of the People’s
Republic of Kampuchea (1979-89). and in the 1990s it regained political autonomy, reestablished a
constitutional government, and subsequently instituted free elections. The Cambodian economy has
steadily improved, and the country seems to be living by the words of the Cambodian proverb.
"Fear not the future, weep not for the past.”

5. Spacing Between Paragraphs

Generally, a document can have multiple paragraphs. By default, each paragraph is

contiguous, with no gaps at all. P—

X
Therefore, to determine the spacing Borders Background
Indents & Spacing Alignment Text Flow Asian Typography Outline & Numbering Tabs Drop Caps
between each paragraph, you need to ndent
do the following: ko et LU
After text 0,00 cm s
» Place the cursor in the Firstine Woem  [3] | —
[J Automatic |
paragraph where you want to o —
. pacing
set the spacing. E.g., place the Above paragraph oem [
cursor in the second paragraph Below paregraph psoem 2
» Choose Menu Format
» Choose Paragraph
> Select the Inline and Spacing tabs. In the space above the paragraph and below the

paragraph

» Above Paragraph: Sets the space value between the paragraph you hover the cursor

over and the above paragraph en-it:

> Below Paragraph: Sets the amount of space between the paragraph where you hover

the cursor over and the bottom paragraph.
» Click the OK button

Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the capital. Phnom Penh, one of a handful of urban centres in the
largely rural country.

For 2,000 vears Cambodia’s civilization absorbed influences from India and China and, in
turn, transferred them to other Southeast Asian civilizations. From the Hindu-Buddhist kingdoms of
Funan and Chenla (I1st—8th century) through the classical age of the Angkor period (9th—15th
century), it held sway over territories that are now part of Thailand, Vietham, and Laos.

Cambodia began the process of recovery under the Vietnam-backed regime of the People’s
Republic of Kampuchea (1979-89). and in the 1990s it regained political autonomy. reestablished a
constitutional government, and subsequently instituted free elections. The Cambodian economy has
steadily improved, and the country seems to be living by the words of the Cambodian proverb,
"Fear not the future, weep not for the past.”

Or you can use the icon on the sidebar.
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Spacing: Indent:

=S €= & VI
= [0,00cm <1 72 |0,00cm =
= (0,00 cm = =" 0,00cm =
= ~ = 0,00cm =

6. Spacing Between Lines in a Paragraph

For example, you want to set the spacing between “1.5 lines” in the paragraph where you

place the cursor.

How to apply

» Place the cursor in the paragraph
where you want to set the line Line spacing
spacing of

» Choose Menu Format -> .
Paragraph Double

> Select the Inline and Spacing | [Reoportional
tabs. Set the line spacing as in the Leading ok |
box below: Fixed =

» Select line spacing
» Click the OK button

Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the lcapital, Phnom Penh, one of a handful of urban centres in the

largely rural country.

For 2,000 years Cambodia’s civilization absorbed influences from India and China and. in
turn, transferred them to other Southeast Asian civilizations. From the Hindu-Buddhist kingdoms of
Funan and Chenla (Ist-8th century) through the classical age of the Angkor period (9th—15th
century), it held sway over territories that are now part of Thailand, Vietnam, and Laos.

Cambodia began the process of recovery under the Vietnam-backed regime of the People’s
Republic of Kampuchea (1979-89). and in the 1990s it regained political autonomy. reestablished a
constitutional government. and subsequently instituted free elections. The Cambodian economy has
steadily improved, and the country seems to be living by the words of the Cambodian proverb.
"Fear not the future, weep not for the past.”

7. Positioning Tab Stops on Horizontal Lines

The tab stop is set on the horizontal line and positions the cursor when you press the tab

decimal point. To set tab stops, follow these steps:

» The tab stop types are:

key. This tab stop is handy, allowing you to align the text evenly to the left, right, center, or
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L Align left : @) Default v | |Khmer 0S v [12 v
L o0 -7 0 0 R
. . &3 L L
= Align right
oL

Center alignment

Align the decimals 2]
» Control the mouse pointer, click anywhere on the line
Example: 1. Select the Left Tab Stop icon -> then click on positions 3 and 5 on the
horizontal line.
2. Select the Center Tab Stop icon -> and then right-click on position 12
on the horizontal line.
» Press the Tab key to move the cursor to the defined tab position

‘I Z ..}-. 2 3 .1-.5.6.‘7,8,9,10,11,‘%;13.;14.15.16;.5.18.
1 1 1
1 1 1
[ [ [
Location: Prey Veng RTTc I
Mime: 02 to 05 PM [

Prey Veng. 11 Wovember 2022
RTTC Director

VI. Default Formatting
For formatted text, you can make it the default format. For example, if you have the text
"BH AU [NEBUNA]E "in the following format, and you want to make it the default format,

you can do as follows:

> Insert formatted text

» Select the text you want to set as the default format
» Choose Menu Format -> Default Format
» Or press Ctrl + M

BRNSINNBIHASD
D8 a8 (RSN

ERNSINNBIHHBN

M e NBUNAJEH

VII. Copy Text Format (Painting Format)

In writing, you can copy one text format to paste into another text without formatting,
with no re-texting.

How to apply:
» Place the cursor in a paragraph or any formatted word.

> Click the Formatting Brush icon ¢ on the Standard bar.
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» Left-click on an unformatted text by holding down the mouse.

JERRNIRNBIFIABN [RRNRINBFAENR
MA ane R [A:EUNRJIA ’ M anw L@:@Wﬁjiﬁ‘
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e BB Summa R

* You can swipe the mouse cursor over text or use multiple clicks to select a
word (double-click), sentence (triple-click), or paragraph (quadruple-click).

e You can also click on the text, press F8 to enter Extending selection mode,
and then use the arrow keys on your keyboard to select a contiguous text
block. Press F8 again after you have finished selecting the block of text.

e Inaddition, you can select non-contiguous items and vertical blocks of text.
One way to change the selection mode is to use the icon on the Status bar
When you right-click the icon, a context menu displays the available
options: Standard selection, extending selection (F8), Adding selection
(Shift+F8), and Block selection (Ctrl+Shift+F8). Left-clicking cycles
through these selections.

»* Questions
W)

1. How many text selection types are there? Describe them.

2. Describe the icon functions you have learned about in the Formatting Bar.

3. What do you need to know to format an article? Describe how to format
the text, giving examples you want to illustrate.

4. Describe how to make bullets and numbers. Find examples to illustrate

bullets and numbers.
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Ca Exercises
Q= Exercises) 3

Open the Writer application.

—_

2. Create an invitation in the following format.
3. Save this file as “Invitation.”
4

Close the application.

§ERNIRMBIFEHBN
18 anese (BN

..
I8 e,
BSsse6c[ey
SOG/ UG e WA fwngurminagm
12U T VIS iyjg s Amappmini

MY uhguanImy ¢

o fehisns ¢

B|R
maiue §arnug e
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e OpenOffice

Writer provides a function for you to create data tables to manage your various tasks related
to tables. Tables consisting of rows and columns form cells that allow you to enter numeric
or alphanumeric data for any task. We can structure information into tables, such as study
schedules. At the end of this lesson you will able to:

v" Learning how to create a table
v Creating a table
v Using a table to organize data

When you have finished this lesson, you will have learned:

I. How to Create a Table
II.  Table Formating
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Lesson 6 Table
I. Creating a Table

To create a table, you need technical skills related to tables, such as how to insert
tables, edit tables, insert rows/delete columns, rows/columns, select a table, and format the

table.

Before creating a table, you need to know the number of rows and rows of data tables
you want to create. You then need to place the cursor at any location on the sheet where you

want to create the table.
Method:

» Choose Table menu
» Choose Insert
» Choose Table (Ctrl + F12)

e Columns: To determine the number

of columns of the table to be
created. E.g., 3

e Row: To determine the number of rows of the table to be created. E.g., 2

> Click the OK button

Tablel

Thefirst [1

[ Don't split table

Border

> You will then see a table created as follows:

AutoFormat...

1. Moving the Cursor in a Table

You can use the mouse or keyboard to move the cursor to any cell in the table.

e Apply via mouse:

» Control the mouse pointer by clicking on any cell you want to move.

Apply via keyboard:

» Place the cursor in a cell and press the Tab key: to move the cursor to the right

one cell at a time

AN NN

Press Enter: to indent text in a cell

2. Inserting Text in a Table

You can enter text in a table using the keyboard.

Press the Shift + Tab key: to move the cursor from right to left one cell at a time
Press the down arrow key (| ): to move the cursor down one cell at a time
Press the up arrow key (|) (not up arrow): to move the cursor up one cell at a time

» Place the cursor in any cell where you want to insert text. Enter the text you want

using the keyboard. E.g., please enter the following text:

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26
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3. Adding Columns

You can edit the inserted table, such as adding a new column, deleting a column,
adding a row, deleting a row, inserting a cell, deleting a cell, inserting a cell, splitting cells,
splitting tables, and so on.

Example: You want to add two columns after the last column of the following legend:

Method:

» Place the cursor in any column where the new column will be next to or in front of the
column where you place the cursor

Choose Table Menu Insert Columns X
Choose Insert Insert
Choose Columns Number B [2

Cancel

Enter the number of columns you want
. . Position
Select the location where you want to display O Before Help
the new column, e.g. After @ After
» Click the OK button

VVVYVYYVY

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26

4. Adding Row
When you want to add a new row to the table you entered, you can do the following:

A\

Place the cursor in the row where the new row
will be next or previous Insest
Choose Table Menu -> Insert -> Rows. Number |2
Enter the number of rows you want Saned
Select the location to display the new row Position

: (O Before Help
Click the OK button @ After

Insert Rows X

4»

YV VYV YV

Then two new rows will appear, as shown below:

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26

5. Deleting Columns and Rows
To delete a column in a table, follow these steps:

» Place the cursor in the column where you want to delete the column

Address Phone
Prey Veng 0987654321
Prey Veng 0123456789

Name Sex
SAN PHUN Male
SAM AT SIV HONG Female
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» Choose Table Menu
» Choose Delete
» Choose Columns

Table Tools Window Help
Insert
Delete
Select

F

1 E=  Split Cells

To delete a row in a table, follow these steps:

» Position the cursor in the row where you want to

delete the row
» Choose Table Menu
» Choose Delete
» Choose Rows

6. Deleting a Table

To delete a table, follow these steps:

» Position the cursor in the column or row where you

want to delete the table

» Choose Table Menu
» Choose Delete
» Choose Table

II. Table Formatting

1. Selecting Tables, Rows, Columns
Table selection is helpful for formatting text, inserting cells, and copying text or

formulas in cells. There are many selections, such as table selection, row selection, column

selection, and cell selection. This section will explain to you all the selections in the table.

Cell Selection:

» Place the cursor in the cell you want to select

» Choose Table Menu
» Choose Select
» Choose Cells

» | B Rows
[H| Columns

Table Tools Window Help

Insert
Delete
Select

3

[ B4 splitCells

Table Tools Window Help

Insert
Delete
Select

b

| B split Cells

» k > o | I - @
o Table

» == Rows
[# Columns

L‘v/ﬁ B v ff

»
» Table
»

Rows

Columns

-
E:8

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26

Row Selection:

» Place the cursor in any cell of the row that you want to select

» Choose Table Menu
» Choose Select
» Choose Rows

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26

Column Selection:
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» Place the cursor in any cell of the column you want to select
» Choose Table Menu
» Choose Select

» Choose Columns

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG Female 26

2. Changing Width and Row Height of a Column
You can zoom in or out on any column width and row height in the table.

» Drag the mouse pointer to the right vertical line of the column you are zooming in or

out on.
Name Sex Age <> ©Address
SAN PHUN Male 27
SAM AT SIV HONG Female 26

» Hold down the mouse button (left) and drag it to the size you want.

Note: Changing the row height is the same as changing the column width; change the column
to the row.

3. Merging Cells
In a table, you can merge multiple cells into a single cell. This means you want two or
more of the selected cells to be one. You can merge cells only if you select more than one.

How to apply te merge two selected cells into a single cell:

» Select the cells that you want to merge (more than one). E.g., as follows:

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG | Female 26

» Choose Table Menu
» Choose Merge Cells

Name Sex Age
SAN PHUN Male 27
SAM AT SIV HONG | Female 26

4. Split Cell

Splitting a cell means splitting one cell into multiple cells. So when splitting cells, you
do not need to select two or more cells. You place the cursor in the cell you want to split.
Then follow the steps below:

Horizontal Cell Split:
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Choose Split Cells

YV V VYV

VvV VY

Vertical Cell Split:

The same as in with the horizontal cell split, but this

Place the cursor in the cell you want to split
Choose Table Menu

Select the number of cells to be divided by the
partition. Do you want to split this cell into two or
more cells by the number you set?

Select Horizontal Orientation
Click the OK button

one is chosen vertically in direction.

5. Aligning Text in Cells

Split Cells
Split

Directio:

O

oo

Split cell into E

X

Cancel
n

) Help
Horizontally

Into equal proportions

Vertically

Split Cells
Split

Split cell into

Direction

= | Herizontally

nto equal proportions

Vertically

X

Cancel

Help

In the cell, you can align the text in two ways: horizontally or vertically.

Align Text Horizontally:

» Select the cell that contains the text you want to align
» Drag the mouse pointer, click the alignment icon on the format bar

Align Text Vertically:

» Select the cell that contains the text you want to align
» Right click the selected cell

» Choose Select Cell
» Choose Center.

g

You will then see the text in the selected cell aligned to the

center of the column, as shown in the image below:

Number Format... |
Cell »

Row »

E:

Split...

Column » Top

Caption... Center

afEle

Table Boundaries Bottom

Number Recognition

Protect

s Daenmennkh Chuda

Name

Sex

Score

Math

| Khmer Literature

6. Cell Background Color

In the table, you can color the area of the cell to make the table you created look

interesting.
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Method:

» Select the cell fer which you want to

color #

VVVYVYYV

Note: To remove the color you applied to any

cell, you need to:

Choose Table Menu
Choose Table Properties
Select Background tab
Choose your favorite color
Click the OK button

Table Format

Table TextFlow Columns Borders Background

As

Color v

Background color

No Fill

~

0oC
omC
om0

OUOeEEEEEC]
JOEEEEEEED
SUONEEEERD
ECEEEEEEEEEEC
JUEEEEEREROEn
I JONNEEEEEREEERD
S ELENEEEEERCOEN
SONEEEEERECEN
EONEEREEDCON
EONEEEEEECON
EUOEEERERCO0ON
ODODEEEREECOON

» Select the cell in which you set the background color.

» In the Background tab, select No Fill.

7. Discovering Table Bars

In Writer, the program provides a bar that can define various table characteristics,
called the table bar. After you have inserted a table, a table bar will appear when you place the
cursor at any position in the table. For users to set different attributes for this created table:

Table

1) Table
2) Line style
3) Line color
4) Border

5) Background color

6) Merge cell
7) Spit cell
8) Top aligns

O-&-
EEEE EERER A EE

9) Center aligns

10) Bottom aligns
11) Insert row

12) Insert column

13) Table properties

14) SUM
8. Table Border

v X
- |1 EY e
Z

By default, when inserting a table for the first time, you may notice that the table has a
single normal frame. In case you want the table to display different frame types, you need to

do the following:
Method:
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>

YV VVVY

Select the cell for which you want to
define the frame type.

Choose Table Menu

Choose Table Properties

Select the Frames tab

Choose a line style

Drag mouse click (click mouse and
drag?) on line layout by default or user-
defined

Click the OK button

Table Format

Table TextFlow Columns Borders Background

Line arrangement Line Spacing to contents
Default Style Left 0,10cm
—oBesE Right 0,10cm
User-defined
Top 0,10cm
+ + +
> «
Bottom 0,10cm
R . [ Synchronize
-» -
+ + +
Shadow style
Position Distance
Ooooo 018 cm
Properties

Merge adjacent line styles

Cancel Help

D[] ]| [

Reset
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i B2 Summa )

Before creating a table, you need to know the number of rows and the rows of
data tables you want to create. You then need to place the cursor at any location
on the sheet where you want to create the table.

Method:

» Choose Table menu
» Choose Insert
» Choose Table (Ctrl + F12)
e Columns: To determine the number of columns of the table to be
created. E.g., 3
e Row: To determine the number of rows of the table to be created. E.g.,
2

? Questions

Explain the table.
What tasks can you use the table for?

Can you calculate the numerical values in the spreadsheet program?

o =

Create a chart about student score management.
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Create a text file in the following format:

NSNS EHES?
IR RIS {PSHOTRR

GEELTL I p—
B ETNRIN: RE8sg

SRGTEATIEY G
sSHY 58 | 177z giain
T 55

| R 3| @

{77 ¢ 571 B0
G ,s’mngn:gfggmvgﬁ
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e OpenOffice

In most text documents, the observer sees images inserted to enhance the text or explain
something. One, like the textbook you are reading, you see pictures inserted to explain
something. Images in a computer can be scanned through a scanner, inserted through a
removable storage device, or from memory. You are downloading from the Internet. Etc. At
the end of this lesson you will be able to:

v" Learn the method to add a picture and drawing an object in a document
v Adding a picture and formatting it
v" Using a picture to enhance the text or explain something

When you have finished this lesson, you will have learned how to:

I.  Create a Document Using a Picture
II.  Insert a Special Character
III.  Draw an Object
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Lesson 7 Picture and Drawing Object
I. Creating a Document with a Picture
1. Insert Picture

Some pictures are included in the text to enhance or explain. You must have those

images on your computer to insert images into a text.

Method:

» Position the cursor where you want to insert the image or any position in that

paragraph.

Choose Insert menu

Choose Image

Choose From File

Select an image location.
Choose your favorite image.

VVVYVYYV

£ Insert picture
<« v o & > ThisPC > Downloads v 0 O Search Downloads
Organise v New folder =~ @ @
0 This PC A Name Datemodified  Type Size
J 3D Objects v Today (1)
[ Desktop [s] Flag_map_of_Cambodia.png 13/11/2022 00:58  PNG File 121 K8
£ Documents « Yesterday (1)
& Downlosds Telegram Desktop 12/11/202219:41  File folder
D Music
=] Pictures
B videos
i Local Disk (C:)
DATA (D) h
Link
File name: |Flag_map_of_Cambodia.png v| [ <Al formats> (-omp;"dib;*.dx v
Style [Graphics v Cancel

» Click Open button

» You will then see the selected image inserted at the top position of the selected

paragraph.

largely rural country.

2. Change Picture Size

After you insert the image into the text, you can resize it to your liking.

Method:

Cambodia, comm'yDou the Indochinese 11‘13ainlaud of Southeast %siaA Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the capital, Phnom Penh, one of a handful of urban centres in the
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» Select an image by clicking on the image

» Move the mouse pointer over any of the four corners of the image until a double-

pointed arrow (¢) is displayed.
» Hold down the mouse and drag it to the size you want.

Note: To resize the image to the default width and height ratio, hold down the Shift key while

you start. Download this image.

3. Learn About the Picture Bar

When you click on the image you entered, you see an image bar appear. This bar lets
you set various features for the picture, such as setting filters, adjusting brightness, making
transparency, setting colors, and adjusting to gray, white/black. Flip the image horizontally or

vertically.

Picture

@ N T ’Default V‘ Eﬂ Q 0

Color ¥ X

=0 %
= 0%
= 0%

0%
€ ox%
41,00

4. Aligning Images to Pages

'
%

-
v

4»

4»

4

4

4»

For images you have already inserted, you can align them to the left or right of the
page or the center of the page without dragging them with the mouse. Aligning with the
mouse pulls to the center or leftmost position of the page, you will not be sure that the image

76



Lesson 7 Picture and Drawing Object

Part 1: ICT Basic

you are carrying will be in the center or leftmost of the page. Therefore, to be accurate in
aligning or moving the image to the center or left of the page, you need to do the following:
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» Right-click the image you want to align.

>
>

VVVYVYYVY

A\

Choose Alignment
Choose Left or Center or Right

5. Wrapping Text Around an Image

Armange

Alignment = Left
o Anctioy = Centered
Wrap = Right
Description...
[E1] BaseatTop
ELS 3 Basein Middle
Save Graphics... R
4 Coption.. | [zl Base at Bottom
ImageM
. K] ImageMap
. . & Cu .
on the Indochinese mainland of Sou By Copy ibodia is largely a
ars and lies amid important overland & utes linking China

L Tha influacann Af crane

A nine anthsean alacasida thana Af Teanan and

After you insert an image into the text, you can make the text around the image or the

Method:

Select image

Choose Menu Format
Choose Image

Select the wrap tab

Choose the type of wrap you
prefer, E.g., Optimal

Click the OK button

Right-click on the image -> select
wrap

Choose your preferred wrap type
No wrap: Text separated from
images

Page wrap: Text around the image
Optimal page wrap: text on either
side of the image

Wrap Through: Image above text
In the background: the picture

For example, you want to best wrap the text with the image you entered above.

image above or below the text or the text separated. Out of the picture and wrap the best text
with the image.

Picture X
Type Options Wrap Hyperlink Picture Crop Borders Background Macro
Settings
None Before After Parallel
Through Optimal
Spacing Options
Left 0,00 cm = [ Eirst paragraph
_ < n background
Right 0,00 cm = -
[] Contour
Top 0,00 cm S
Bottom 0,00 cm s
Cancel Help Reset
[REE) CERR PURT RERE RERY RERS RURY TR AU T R Ry (SRS | IS - R ECRU T SIS L RIS L SO -2

largely rural country.

Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the capital, Phnom Penh. one of a handful of urban centres in the

For 2.000 years Cambodia’s civilization absorbed
influences from India and China and. in turn, transferred
them to other Southeast Asian civilizations. From the
Hindu-Buddhist kingdoms of Funan and Chenla (1st-Sth
century) through the classical age of the Angkor period
(9th—15th century), it held sway over territories that are
now part of Thailand, Vietnam, and Laos. The Khmer
(Cambodian) empire reached its apex in the 12th century,
a time marked by the construction of the massive temple
complexes known as Angkor Wat and Bayon and the
imperial capital of Angkor Thom. Following 400 years of
decline, Cambodia became a French colony and during the
20th century experienced the turmoil of war, occupation

below the text

6. Setting Spacing from Image to Text

by the Japanese, postwar independence, and political instability. Between 1975 and 1979 the
country was devastated by the reign of the Khmer Rouge, a rural communist guerrilla movement.
During the Khmer Rouge’s period of power, at least 1.5 million Cambodians were killed or died, a
monumental tragedy from which the country still suffers

After wrapping the best text for the image, you observe the text and the image next to
each other. Therefore, to determine the gap between the image and the text, you need to do

the following:

» Select image
» Choose Menu Format -> Image

77



Lesson 7 Picture and Drawing Object

Part 1: ICT Basic

» Select the wrap tab

» In the gap, enter the value of the desired spacing

» E.g., Straight right insert 0.50 cm.

V10| cee1 02 03 0 8-10-51-6-1-F-1-8-1-9-01 190+ 11+ -12-+ 13-+ 14- + -15-

16+

A7 18

Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a

land of plains and great rivers and lies amid imp:
to India and Southeast Asia. The influences of m
the United States. can be seen in the capital, Phn
largely rural country.

Picture

Settings

absor
trans!
From
Chenl
the A
territ
Laos
in th
of th
and
Follo
Fren
the t
independence. and political instability. Between
reign of the Khmer Rouge, a rural communist
period of power, at least 1.5 million Cambodi.
which the country still suffers.

Through
Spacing

Left 0,00 cm

Right 0,50cm

Top 0,50 cm

Ol D] D]

Bottom 0,50 cm

Cambodia began the process of recovery under the Viet = Tegime

7. Adding Captions to Images

Type Options Wrap Hyperlink Picture Crop Borders Background Macro

Options
[ First paragraph

n background
[J Contour

Outside on

€ PEople

b

In most textbooks, captions are added to the image to explain or identify the image
type or to refer to the image. Image number caption period.

Method:

Select image

Choose Insert menu -> Title

Enter an image title in the Title box
Select None in the Category box
Click the OK button

VVVYVYYV

the United States, can be seen in the capital, Phnom Penh, one of a handful of urban centres in the
fargely rural country

For 2,000 years Cambodia’s civilization

Caption

Cambodia map with flag|
) Cancel
[T Properties
Category Illustration o Help
Numbering [Arabic (123) ~| | AutoCaption...
Separator Options...

Position ‘E:\: ‘

ind d

. and politi
reign of the Khmer Rol
period of power, at leasf

lllustration 1: Cambodia map with flag |

which the country still

Cambodia began the process of recovery under the Vietnam-backed regime of the People’s
Republic of Kampuchea (1979-89), and in the 1990 it regained political autonomy, reestablished a

I1. Insert Special Characters

Special characters are various symbols that characterize a character. This means that

W 1ndld and DSOuLNCasL ASld. 10C IUIUCHCES O Inany Aslan cu
the United States. can be seen in the capital. Phnom Penh, one
largely rural country.

For 2.00(
absorbed influence
transferred them tc
From the Hindu-
Chenla (1st-8th ¢
the Angkor period
territories that are
Laos. The Khmer (
in the 12th centun
of the massive tem
and Bayon and th
Following 400 ye
French colony and
the turmoil of war,
independence, anc
and 1979 the country was devastated by the reign of the Khme
movement. During the Khmer Rouge’s period of power. at leas
or died. a monumental tragedy from which the country still sufi

Dustration 1: Canbodia map with flag

you can format it just like a character. The Leaf application provides a function for you to
enter this special character. Entering special characters means you can enter as many special

characters as you need at once.

How to enter a special character:
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» Choose Insert menu -> Special Characters

» Select a font name in the Fonts dialog to change the Special Characters

Special Characters X
Font Basic Latin v oK |
¥ | {Tehoma A | e R Cancel
Taprom N .
2 | ¢ | Tempus Sans ITC kAN AR AN Help
y | 4 | [Terminal B | v | | & | W S -
Timbre Kampuchea v
1@ 8] I F o | X[ | = s % Delete
2 (¥ @ @2 | ¥ Icd |V || & |5 |90 | &
Lo [ [som]a]s]|s][s]m][s
& AR 3 2| € ~
sl s el slemlwli [t [e]olelmlc]oe v e
Characters:

Introduction to Cambodia

D

Cambodia, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States. can be seen in the capital. Phnom Penh. one of a handful of urban centres in the
largely rural country.

it.
Special Characters X
./xa%r;_f;ma9®:1=:-;:£ur§* Cancel

=l l=3 R E Bl &3 = | & ®
Sl BlE|E|=|6|w|= == Hep
sl |e|e|le|s|d|P | T |O|O|O|6&|2|R
Elr[ole|s|e|e|e|x|e|cle|z|a|yv|y Delete
OIS | QMM |%|=|H|er|&|e|O|m|O
OQ(O|+|¢|e|<]| | o|@®|“|”|0 5
D0 |®|(0|®|@ Q|®| O 0|®@|©® |06
O |0 |0 (0|0 | B W|0|R|ae|adh|w|we o |-y e
Characters: w0 & i

ITI. Drawing an Object

uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh Ot.me/moeysnews

text.
How to draw a drawing object:

» Control the mouse pointer to select any drawing object on
the drawing bar.

» Click your favorite drawing object. E.g., a Smiling face

» Hold down the mouse pointer at the point where you want
to start drawing.

» Then drag to another location according to the size you
want.

CCCOeTELR

You can control the mouse pointer to select your favorite characters if you want to
insert multiple special characters at once. It would be best if you often looked at the bottom of
the special character box at the character:»s = [ & 5 & which is the output location of the
special character you Selected. You can delete it by clicking the delete button and re-selecting

You can use the icons on the drawing bar to draw different drawing objects on your

L2

-

CER XA

eewu )
(rE®®

oo -m-E-k- Xm@ vy
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1. Properties of Drawing Objects
Below is a bar to define object properties, such as line style, arrow style, line width,
color line, and style line/fill. Etc.

1wdgnm gEhunn inigmitinmiy

negan aserBig gt | | R
siv| o 2 Wl v & |ndr i

- -
=

ugh 18 mﬁgjugn's nn‘nL!;pf'i

e vinmaahigisia

How to apply to fill a drawing object:

» Select the drawing object that you drew.
» Control the mouse pointer, and select any properties that you want to place.

2. Drawing Bar

On the drawing bar, there are many drawing objects that you can choose to meet your
work needs. There is a down arrow to the right of some drawing objects on the drawing bar.
You see many other drawing objects when you click the mouse on this arrow.

Uit nhiBaaaN
upn  adgd Gaith Agmuiu)l  I5[panu A nHA
Agi T v X
i l§ /TO\ZTEI.O'©-®-IE-;ng§- @ @
sHmanisg aphy | O XDV '5114"3
@O0% 0 ()
0 rEé¢

C. Insert text to drawing Object

How to apply:

» Draw an object. & zﬁ,;i@%sé!
» Double-click the drawing object -> Enter the desired text. ~ .~
Or ... =

» Select the drawing object for which you want to insert text. 6
» Press the Enter key "
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8 B8 Summar N

e In most text documents, the observer sees images inserted to enhance the
text or explain something. For example, in the textbook you are reading,
you see pictures inserted to explain something. Images in a computer can
be scanned through a scanner, inserted through a removable storage device,
or from memory, ones you’ve downloaded from the Internet, etc.

? Questions

1. Describe how to insert an image into a text file and define text wrapping
around the image.

2. Describe how to draw an object into a text file.
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1. Please create the file text below:

1. Wrap: Optimal wrap
2. Spacing: 0.20 cm

Cambodia’, country on the Indochinese mainland of Southeast Asia. Cambodia is largely a
land of plains and great rivers and lies amid important overland and river trade routes linking China
to India and Southeast Asia. The influences of many Asian cultures, alongside those of France and
the United States, can be seen in the capital, Phnom Penh. one of a handful of urban centres in the

largely rural country.

For 2,000 years Cambodia’s civilization absorbed influences

from India and China and. in turn, transferred them to other

Southeast Asian civilizations. From the Hindu-Buddhist

rf'w 4 kingdoms of Funan and Chenla (1st-8th century) through
__| bk A the classical age of the Angkor period (9th—15th century), it
e il held sway over territories that are now part of Thailand.
i Vietnam, and Laos.

PR

—

TTTTTIT
TITTT
I

Cambodia began the process of recovery under the

Vietnam-backed regime of the People’s Republic of

Kampuchea (1979-89). and in the 1990s it regained political

autonomy, reestablished a constitutional government, and subsequently instituted free elections. The

Cambodian economy has steadily improved, and the country seems to be living by the words of the
Cambodian proverb, "Fear not the future, weep not for the past.”

2. Draw diagram

MUY
ugenn
v
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Lesson 8 Page Layout and Printing
I. Page Formatting
1. Page Margin

Page formatting includes paper formatting, page
orientation, and page margins. You can set it in the
following ways:

Margins: The margins are the blank spaces that line a
document's top, bottom, left, and right sides. They are
important because they help make a document look neat and
professional.

Set Margins: this means setting your worksheet’s page
margins in the writer program.

Method:

» Choose Format Menu
» Choose Page
» Choose Page Tab

Top margin

Left margin

v

Right margin

Bottom margin

Page Style: Default
Organizer Page Background Header Footer Borders Columns Footnote

Paper format
Width 21,00cm |3
Height 2970cm %
Orientation @ Portrait Text direction ‘Left-to-right (horizontal) v ‘

O Landscape Paper tray ‘[From printer settings] v ‘

Margins Layout settings
Left 2,00 cm S Page layout lRight and left v ‘
Right 200em |3 Format 12,3, v]
Top 2,00 cm : [] Register-true
Bottom 2,00 cm = ‘HE'E' ence atyle ‘

Cancel Help Reset

» On the margin section, insert the margin value
» Click OK button

2. Page Size

Set Page Size: This means setting the page size in the writer program, such as A3, A4, AS,

Letter, and Legal. Etc.
Method:

» Choose Format menu
» Choose Page Tab
» Choose Page size on the format box
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> Click OK button

Page Style: Default

Paper format

Format
Width
Height

Orientation

Margins
Left

Right

Top

3. Page Orientation
Page orientation is the direction of the page. Two types of orientation are:

B6 (1SO)
B5 (1SO)
B4 (1S0)
Letter
Legal

Long Bond
Tabloid

B6 (JIS)

Organizer Page Background Header Footer Borders Columns

direction
Er tray

settings

v E layout

2,00 cm

2,00 cm

e Portrait
e Landscape

Method:

» Choose Format menu
» Choose Page Tab

» Choose Orientation
» Click OK Button

4»

Format

[] Register-true

Page Style: Default

Organizer Page Background Header Footer Borders Colu

mv

O Landscape

I1. Columns
In this section, you will learn more about some of the methods involved in inserting

column layouts and using page styles, such as inserting a New page, column layout,

header/footer and formatting, and so on.

1. Add a New Page
You can add one or more new pages in the document when your article is more than

one Page. The new page will be under the current page where the cursor is.

Paper format
Format
Width 21,00 cm
Height 2970 cm
Orientation (@) Portrait

Text direction

Paper tray
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Method:
Insert Break X
» Place the cursor at the end of the document Type
pr) Line break
» Choose Insert menu I concel
» Manual Break ® Page break -
. Help
» Select Page Break in type == .
i MNone]
» Click the OK button e
Or z

» Place the cursor at the end of the document
» Press the shortcut key Ctrl + Enter

Note: In the Separation dialog, you see three options:

e Line break: Move the cursor into a new line in the same paragraph (or press Shift +
Enter)

e Column break: to move the cursor into a new column Or you can press the shortcut
keys Ctrl + Shift + Enter

2. Insert Column

If you read an article in a newspaper or magazine,
you will see that the article is written in a column layout.
The manuscript also provides a function that allows you
to insert layouts, format, and delete columns.

Method:

» Position the cursor where you want to insert the
column
» Choose Insert menu -> section
» Select the Columns tab —_— ”
» Select the number of columns Section Columns Indents Background Footnotes/Endnotes
you want to insert Settings
» Uncheck Distribute content o
evenly across all columns:
When checked, the text you
typed will pass into the second column. Automatically when you finish a row in the
first column. If unchecked, the text you typed will only appear in the first column
unless you break the column. The text in the second column
» Press the Insert button

Evenly distribute contents to all columns

You will then see a two-column layout as shown below:
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3. Inserting Text in the First Column Layout:

» Move the cursor to the first column layout and type the following text:

Location Land

Cambodia, country on the Indo-Chinese Cambodia, about one-third the size of
mainland of Southeast Asia. Cambodia is largelyFrance and somewhat larger than the U.S. state of
a land of plains and great rivers and lies amidMissouri, is bordered to the west and north-west
important overland and river trade routes linkingby Thailand. to the north-east by Laos. to the east
China to India and Southeast Asia. The influencesand south-east by Vietnam, and to the south-west
of many Asian cultures. alongside those of Franceby the Gulf of Thailand. The country’s maximum
and the United States. can be seen in the capital.extent is about 280 miles (450 km) from north to
Phnom Penh, one of a handful of urban centres insouth and 360 miles (580 km) from east to west.
the largely rural country.

The two columns above are contiguous, making the typed text look contiguous. As if
you needed to divide the columns. So, to make the two columns a little bit apart, you need to

edit the column in the following way:

Example: You want to set the distance between the two columns to 0.50 cm.

» Place cursor in any column
» Choose Menu Format -> Columns
» Spacing: Enter the value you want. E.g., 0.50 cm.

Columns
Settings
Columns
2 e
Evenly distribute contents to all columns

Width and spacing

Column k 1 2
Width 825cm 3 8,25 cm
Spacing psoem |2

AutoWidth

X
Cancel
Help
Apply to

. Current Section |v

» Click OK button

You will see two columns have a spacing of 0.50 CM:

Location

Cambodia. country on the Indo-Chinese
mainland of Southeast Asia. Cambodia is
largely a land of plains and great rivers and lies
amid important overland and river trade routes
linking China to India and Southeast Asia. The
influences of many Asian cultures. alongside
those of France and the United States, can be
seen in the capital. Phnom Penh, one of a
handful of urban centres in the largely rural
country.

Land

Cambodia, about one-third the size of
France and somewhat larger than the U.S. state
of Missouri, is bordered to the west and north-
west by Thailand, to the north-east by Laos, to
the east and south-east by Vietnam, and to the
south-west by the Gulf of Thailand. The
country’s maximum extent is about 280 miles
(450 km) from north to south and 360 miles
(580 km) from east to west.|
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4. Separator Line Between Columns:

To place a line between two columns, do the Separator line
following: Line
» Place cursor in any column Height
» Choose Menu Format -> Columns i
> At the Separator line: Select the type of line —
you want to divide between the two columns
» Click the OK button
Location Land

Cambodia, country on the Indo-Chinese
mainland of Southeast Asia. Cambodia is
largely a land of plains and great rivers and lies
amid important overland and river trade routes
linking China to India and Southeast Asia. The
influences of many Asian cultures. alongside
those of France and the United States. can be
seen in the capital, Phnom Penh. one of a
handful of urban centres in the largely rural
country.

Cambodia, about one-third the size of
France and somewhat larger than the U.S. state
of Missouri. is bordered to the west and north-
west by Thailand. to the north-east by Laos, to
the east and south-east by Vietnam, and to the
south-west by the Gulf of Thailand. The
country’s maximum extent is about 280 miles
(450 km) from north to south and 360 miles
(580 km) from east to west.

5. Deleting a Column Layout:
To delete a column layout or normalize text, do the following:

>

Place cursor in a column layout

» Choose Menu Format -> Sections
» Select the volume you want to delete

» Click the Remove button
Edit Sections
Section Link
Section [ Link
E¥Section DDE
File name
Section
» Click Remove Button
II1. Header and Footer

Cancel

Options...

Remove

X

The header is the part of the header used to write the text so that it appears on every
page. The footer is part of the footer for writing text to appear on every page below.

1. Insert Header
Method:

» Choose Insert menu -> Header -> Default (default is page style)
» Please include the following header text:
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Lesson 1 Cambodia Geography

Location

Cambodia, country on the Indo-Chinese
mainland of Southeast Asia. Cambodia is
largely a land of plains and great rivers and lies
amid important overland and river trade routes
linking China to India and Southeast Asia. The
influences of many Asian cultures. alongside
those of France and the United States, can be
seen in the capital. Phnom Penh, one of a
handful of urban centres in the largely rural
country.

2. Insert Footer

» Choose Insert menu -> Footer -> Default (default is page style)

» Enter the text you want.

By: SAN PHUN|

Land

Cambodia, about ¢
France and somewhat large
of Missouri, is bordered to
west by Thailand, to the n
the east and south-east by
south-west by the Gulf
country’s maximum extent
(450 km) from north to s
(580 km) from east to west.

3. Header and Footer Formatting
Header or footer formatting includes framing, background color, spacing, height
setting, and more.

Example: You want to place a line under the header or footer text or color the background:

» Choose Format Menu -> Page
» Select the header tab

Page Style: Default
Organizer Page Background Header Footer Borders Columns Footnote Text Grid
Header
Header on
Same content left/right
Left margin 0,00 cm S
Right margin 0,00 cm 2
Spacing 0,50 cm 2
[] Use dynamic spacing
Height 0,10 cm Z
AutoFit height
0K Cancel Help Reset
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» Click More... Button
» Choose a line style

Border / Background X
Borders Background
Line arrangement Line Spacing to contents
Default Style Left 000em |3
o} ] e ——————— 005pt A ) _
0,50 pt Right 0,00 cm >
User-defined —_——— 100 pt
WU p -
op e ¥
— 4,00 pt -
5,00 pt Bottom 0,00 cm =
—— 1,10pt Synchronize
renee ¥
Color
> —_—
I Black v
Shadow style
Position Distance Color
u o} 0,18 cm 0 >- Gray 6
Cancel Help Reset

» Select the location where you want to place the frame. To place a line under the header
text, control the mouse pointer, and click below at the user-defined

> Click the OK button

Lesson 1 Cambodia Geography

Location

Cambodia, country on the Indo-Chinese
mainland of Southeast Asia. Cambodia is
largely a land of plains and great rivers and lies
amid important overland and river trade routes
linking China to India and Southeast Asia. The
influences of manv Asian cultures. aloneside

4. Insert Page Number
To include page numbers and page numbers in the footer, do the following:

Land

Cambodia. about one-third the size of
France and somewhat larger than the U.S. state
of Missouri, is bordered to the west and north-
west by Thailand, to the north-east by Laos, to
the east and south-east by Vietnam. and to the
sonth-west bv the Gulf of Thailand. The

Position the cursor in the footer or header where you want the page number to appear
Choose Insert menu -> Fields -> Page Numbers.

By: SAN PHUN

Page 1

Position the cursor where you want to enter the number of pages
Choose Insert menu -> Fields -> Number of pages.

By: SAN PHUN

Page 1 of 3
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IV. Footnote

When you insert a footnote into a word or phrase, you need to make an explanatory note
of that footnote at the location. The selector is at the end of the footnote or the end of the
document. Footnotes will appear in lowercase (power). This is useful when you want to explain
a word or phrase in Your article to readers.

How to apply a footnote:

» Position the cursor where you want to place the

» Choose Insert -> Footnotes / Endnotes ...

footnote.

On Numbering section

Cambodifjesnewipaspt the ladochies

land of plains and great rivers and lies amid im

to India and Southeast Asia. The influences of

the United States, can be seen in the capital, P

[ R [

e Automatic: For inserting footnotes in automatic sequence.

e Characters: Enter a footnote or click the

footnotes.

On type section:

>

... button to select various symbols as

e Footnotes: When you select it, the footnote |msetFectaote/Endnote

description will appear at the end of the ®

Num

footnote page. O Character
e FEndnotes: An annotation of footnotes will

appear at the end of your document. Type
Click the OK button o oo

Insert footnote annotation

X

Cancel

Help

1

ARALE S cA A

1. Formatting Footnotes into Khmer Numbers

You can not use font conversion to

convert to Khmer numerals. Therefore, to

make

this entered footnote a Khmer

number, you need to do the following:

>
>
>

Choose Tools Menu

Choose Footnotes/Endnote

Select the footnote or endnote tab
according to your settings when you
enter the footnote.

Drag the mouse pointer, right-click
the numbering box

Select the Native Numbering

Footnotes/Endnotes Settings
Footnotes Endnotes

AutoNumbering

Numbering Native Numbering LISl ¥

Counting lPer document v l
Before After
Position @® End of page

O End of document

Styles Character Styles

Paragraph Footnote v Text area

Page Footnote l Eootnote area
Continuation notice
End of footnote

Start of next page

Footnote anchor v

lFootnote Characters |V ‘

Cancel Help
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J Read more in: www.wikipedia .com

V. Defining Tab Stops by Filling in Characters

You've already learned how to set tab stops using the tab stop icon on horizontal lines.
. But the tab stop setting with the tab stop symbol on the line does not automatically fill in the
characters or dashes. Therefore, to define a tab stop with a character fill, you need to follow
the steps below.

Example: Set tab stops as shown below:
(O] 1F:301 1<) o ST SURURRRPRPRR 1
LESSOMNT e 2

How to apply: Step 1

» Position the cursor where Paragraph X
you want to set the tab stop. ~ Borders _ Bedgound
> Choose Menu Format In::::isoiL Spacing Allngyr::nt Text Flow  Asian Typography Outline & Numbering Tal Drop Caps
» Choose Paragraph 16,00 ] O LeftrTop . -
> Select a tab e © fight/Bottom = -
> Set the tab stop value at the g[c,em:e,d - b
position: 16.00 cm. Characte
» Select type: nght Fill character
» Select the sign or character gNm
you want to fill in, such as: R
» Note: Do not fill in o_—
characters O Charecter
» ... When you press the tab
key, it will display this sign. Concel || Help || Reset

» Click New button
» Click the OK button

Step 2:
Enter the word "Chapter 1" and press the Tab key. Then you will see the cursor move to
the 16 cm position along with filling in the characters with dashes (.......).\
ORI e R I G T
CRAPLET Lo ee s e e ee e s s easeassaneenees e e s e aenaenaeeasnaeean e |
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VI. Printing

1. Print Preview
Generally, before printing a document, you should look at the page to know what
format the document you are going to print is. To preview this page, follow these steps:

» Choose File -> Page Preview

. . . i ' | ABG | agC
» Or click the page preview icon on the standard | =@ & B 4 an g
bar Khme OS Rattambang
|Page Preview
T I - § DESueN—— D . - A&
E Session10-final.odt : 2 - OpenOffice Writer - X
File Edit View Insert Format Table Tools Window Help x
BrE2-Ue (2 BRE&R Y & & @ R 0B8N0 iRESE CB-o|Q v M @S D FndTed 7

o g o

[ r -

N N ]
- s g o S

iy e Py

B e
s g e 3
» s g mp e

rkﬂﬁ@ﬁﬁé- e

P - emagays s pacning g1
B e e B e e T
- s gy ©ommpeEsgEs 1 e

== « e
[ S —

b ey Lo o mpmmmip s gtare 1 g S is
- gt s

< >

T @ P~ 5 & | &
H = I ) i -® - % a®l % j
1263/10 | | | | i |BOEM [0 =0———® |49%

» Use the arrow keys or the arrow icon on the preview bar to move from page to page.

Note: You can not edit your file while on the preview page. To print your document, click the

Print File icon &3 to set print options.

2. Print Settings
Before printing a document, make sure that the document you created is correct or
organized. To avoid misprints, you should preview the page.

How to apply:

Choose File menu -> Print or press the shortcut keys Ctrl + P

Select a printer name in the Printers dialog box.

Define print queues for copies and ranges

All pages: Print the entire document All pages

Pages: Print by page defined in the Page dialog

Example: 1-5: Print pages 1 to 5. 7;11-15: Print pages 7 and pages 11 to 15
Click the OK button

YV VVY

Y
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Print

G

297 mm

210 mm (A4)

' Ot g AL £ RO Ry

Printer

| OpenOffice Writer Page Layout Options

AnyDesk Printer

EPSON2BB72C (L6290 Series)
Fax
Microsoft Print to PDF

Details

Range and copies

@ All pages

O Pages l1-10

Selection
[] Print in reverse page order
Print

Number of copies

cotste [l [l

Comments INcn& (document only) v

Print

I | Cancel
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—

BB Summa

Page formatting includes paper formatting, page orientation, and page
margins. You can set it in the following ways:

Margins: margins are the blank spaces that line the top, bottom, and left
and right sides of a document. They are important because they help make
a document look neat and professional.

Set margins: means setting the page margins of your worksheet in the writer
program.

The header is the part of the header that is used to write the text so that it
appears on every top of the page. The footer is part of the footer for writing
text to appear on every page below.

~

o =

? Questions

Describe how to set margins.
Describe how apply columns.
What are the benefits of inserting a header or footer?

Explain how to convert page numbers to Khmer numbers.
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1

A. Please write text below:

1. Create a letter that contains indentation, paragraphs, pictures, and tab
stops on horizontal lines.

2. Set tab stops to create a text file as follows:

Note: Margin: 2 cm all side

@:namésﬁmga

itsgmt'ﬁ uiis SRy o mwmgm:cmwg
fma  JO— J— #ﬁn :
avgifoiimue

U[}'\ MUEH [HUMITUN UWHUTUES Shﬁ?J'lLﬁUZE;,'l;I'I "Iﬁi:{]gm‘l‘&!“

o

Beominé .. iE. ... giboo.
1gsIRuds
UELUE (7 SR
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Ca Exercises

B. Create file in below format:

1. Margin: 2 cm all sides

2. Paper size: A4

‘ﬁanﬁ'fmzj[pﬁn} Bl grurugi AN

ERNSINNS AP
iagesdt weos Sefian W5 RINR PSSR
?Gyﬂfﬂﬁ [C:{C.(C.{ 0153 52 5]
FOUS & s
HROSHNEBES SORSBMINBHR
AR & oo . O —— a
ie {1 — AN IS B 91§

AANFATHIG 2

BT B R T 03 vt S N LS

o oW oa F)
NG I8 9
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In this lesson you will learn about how to create inventory in your class by using Apache
OpenOffice Calc which is related to the following calculation:
v" Use Apache OpenOffice Calc for creating inventory and calculation.
v Format the Calc spreadsheet to make it more interesting and use calculating
addition such as (+) Sum, (-) Minus, (*) Multiply, and (/) Dividing.
In this lesson you will learn the following:
I.  The Open Office Calc Application
II.  Calc Interface
III.  Inserting and Editing Data
IV.  Data Type
V.  Operator
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Lesson 9 Introduction to OpenOffice Calc Part 1: ICT Basic

Lesson 9 Introduction to OpenOffice Calc
I. What is Apache OpenOffice Calc

Apache Open Office Calc is a spreadsheet program that facilitates calculations and tasks
related to tables, such as lists. Income, expenses, payroll, staff, student scores, billing, and
graphic design, etc. Arithmetic software is not used to type a simple text like a spreadsheet

program but to analyze complex numbers and manage data.

i
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;
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o
65 | 4
[ X
525 | 655
% | 66
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@5 | 4
5% | 7
@5 | e

o|of = | | 2|
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&

&
I
156 [5ery 0oty
eas Somne
7o vy

§
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H

I1. Starting Apache OpenOffice Calc

To start using Apache OpenOffice Calc,

T Best match

follow some steps below: " P
» Click on the Start button . o

Search the web

» Type Calc

oh

:

» Select OpenOffice.org Calc

9
Fl
E

II1. Discover the Calc Window

To easily use Calc software, you need to know

the main components of the program as follows:
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{ Untitled 1 - OpenOffice Calc

File Edit View |Insert Format Tools Data Window Help

B-B-U®> BEER VE KBS
P @d |Adkal v| |10 v/ B 7 U
B3 vl A E = |

o

" Sheet1 { Sheet2 { Sheet3 / <

Default

Sheet1/3

- m] X
@Ni iy W2EE QIO i|Mm v i
AU EEE] &% e == 0-2-4-
Properties =
| E [ '~ |3 Text =
i
Arial vi|[10 |v
B /7 U-~xmh [RKIK
62
é‘ -
> &)
:|| & Alignment
lesss ==_ ]
Left indent: O Wrap text
Opt - Merge cells
Text orientation:
“/ __) 0 degrees v
,\\ .
N — O Vertically stacked
>|
STD Sum=0 O =——0——® |150%

IV. Discover Column, Row, Cell, and Cell Range

In each tab of the arithmetic program, you see rows, columns, cells, and cell ranges that

you need to understand to manage tasks in tab sheets easily.

« Row is a horizontal row with a representative number at the end of the row from 1 to

65536.

« Column is a vertical row with letters at the head of columns A to IV (256)

« Cells are intersected between rows and columns, forming cells.

« Cell range is a set of cells you select from two or more cells.

B1:B1048576

vl A E =

ALC4 vl A E =]

A

) A " = T — )

V. Cell Address

The cell address combines a column header name and a row number name (A1). It is not

| —

the combination of row number and column name (1A).

To view cell addresses and data in the cell, you need to move the mouse pointer to click on a

cell, and it will display the cell address where the cell pointer (boldest cell) is located. In the

name box, display the data contained in that cell in the input range of the formula bar.
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« Name Box: A box to display the name of the

cell address where the cell cursor is located and can |

move the cell cursor to the cell position. Whichever one

you want to search for, enter the cell address identifier

| 4

in the name box and press the enter key.

« Function Box: A place to display data or formulas that you have entered in a cell.

) v fm = = |-124804
a2 | e | e | o | e [ ¢ |
1
2 3
3

VI. Move Cell Address
There are two ways to move the cell address:
1. Moving by Using the Mouse:
» Control the mouse pointer to locate the cell you want to move. The cell cursor will

then move to the cell of your choice.

2. Moving by Using Arrow Keys

» Use Arrow Keys: to move the cell cursor left, right, up, and down one cell at a time.
» Press the Enter Key: to move the cell cursor down one cell at a time

» Press the Tab Key: to move the cell cursor one cell at a time.

VIL Insert and Editing Data
1. Insert Data
To enter data, select the cell location in which you want to enter the data and click enter

data through the board. After entering the data, you can:
» Press the Tab Key: to move the cell cursor one cell at a time.

» Press the Enter Key: to move the cell cursor down one cell at a time.

Example: Enter data in the following table:

A l B Cc | E |
1 [roups HAjiEsIy ANETEN ﬁgmqu YHjEME
2 g el 30 70
Tﬁ.“ migj 70 20
T‘%”JS BIH U 85 49
= Jteus el 80 70
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‘@ﬁﬁ,ﬁl/ The data you enter in the number is on the right side of the cell. The text input is on
l——‘ the left side of the cell.

2. Editing Data

For data that you have already entered, you can edit it by doing the following:
e Move the cell cursor to any cell you want to edit.

e Double-click the cell you want to edit or press the F2 key. Or drag the mouse pointer, click

on the input line of the formula bar, and edit.

@@j}ﬂ/ e You can edit all the data in a cell by moving the cell cursor to that cell and
I——‘ inserting a new one.
e After editing the data, you can not use the arrow keys to move the cell cursor.

You need to press the Tab key or Enter ) to move the cell pointer.

VIII. Deleting Data o =
To delete data entered in a cell, you need to apply the following: | “F5ien
» Select the cell that contains the data you want to delete. ;ex;b Cﬂ,pl

» Then press the Delete key. it:m'tt
Then a content deletion box will appear as shown on the right: g;,f:

» Select which type of option you want to delete
e Delete all: Delete all data types and formatting in the selected cell.
e Text: Delete only data types as letters
e Number: Delete only the data type as a number

¢ Formula: Delete only any numeric value from the formula calculation
e Comment: Delete only comments in the cell
e Format: Delete only cell format and data format

e Object: Delete only object word art that you have selected

» Click Ok
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IX. Cell Data Types

You can identify the data types entered in the cells below:

« Text: any character-type data will be aligned to the left of the cell.

e Number
« Date

. All of this data will be aligned to the right of the cell
« Time

e Formula

X. Changing Column Width and Row Height
You can change the column width or row height to suit the font size of the data you enter

in the cell by following these steps:

1. Changing Column Width:

» Move the mouse pointer over the vertical line

to the right of the column heading that you

want to resize until the mouse pointer appears

W s w o

as a forward arrow.

» Hold down the mouse and drag it left or right to the desired size.

2. Changing Row Height

» Move the mouse pointer over the horizontal |, T A E = |

column below the heading of the row you

want to resize until the double-faced arrow is

displayed =

v s w N

» Hold down the left mouse button and drag the

mouse up or down to the desired size.

XI. Insert the New Column and Row
In Calc, you can add rows or columns anywhere in the sheet. Sometimes you skip a name
or something in the list. You do not need to delete everything and retype it. You add a row or

column at the location you skipped.
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1. Insert a New Column

To insert a new column, follow these steps:
» Place the cell cursor at the location of the column you want to insert
» Choose Insert menu — Columns

Or...
» Right-click the column heading at the location you want to insert.
» Select Insert Columns

B | c 4

IG{S DN UWIAS... L

g &N 5inwi... 70

20
49
70

l c | D
HIJIBU[8Y  FCNETGN

30 70
70 20
85 49
80 70

2. Insert New Row
To insert a new row, follow these steps:
» Place the cell cursor at the location of the row you want to insert

» Choose Insert menu — Row

.
I f{ga{u{Aen.. m
| — FSERIE B HA R AENEIE
3 e T o
= o AYRIGIIEAIATIGEA.. 1E§ SEngl 30
2|HY M) 70
5 & e 298 A e
e 4 feus Al 50

70
20
49
70
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XII. Operator
Calculations in OpenOffice Calc are more accurate and precise than manual calculations.

In this lesson, we will give you some calculations using mathematical operations such as Sum

(+) Minus (-), Multiply (* ), Divide (/), and so on.

@ﬁﬁﬁl/ All calculations in arithmetic applications must always start with an equal sign (=).

Ed

1. Calculation Numbers
Have you ever used a calculator? Calculating using real numbers in the Calc program is

the same as using a calculator. Add an equal sign (=) in front of that calculation. Ex: =9+6+5

(+): =number + number+...+number<’ (*): =number * number*.. *numbere

(-): =number — number-...-number<’ (/): =number / number/.../number<’

Example: Calculate using a real number by taking 10 plus 20. —_— v| fuw % & [-020
What is the result? In cell Al enter = 10 + 20 & A | B \
1 |=10+20
How to apply: 2
» Select cell Al to write a formula })
» Enter equal sign (=) A1 vl fw = = [-0:20
» Enter 10 + 20 and press Enter key ; A 30 s |
> It will then display the results you calculated ... : 4

2. Calculation by Using the Cell Address

Example: Calculate the total score using the cell address containing the numeric value to be

calculated as follows: |

A s | e | o [ e | ¢ |
How to apply: | nnatgRRg i i
: U g Hgen)y Aanalen Agaay  wruen
> Select cell E3 B (g i | n 70=C3+0d
4 26 i 70 20
» Enter =C3+D3 - 448 BH e . .
> Enter key L ° 48 U] 80 70
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2 )

e Apache Open Office Calc is a spreadsheet program that facilitates calcula-
tions and tasks related to tables, such as lists. Income, expenses, payroll,
staff, student scores, billing, and graphic design, etc. Arithmetic software is
not used for typing simple text like a spreadsheet program. Rather, it is used
for analyzing complex numbers and managing data

e Row Is a horizontal row with a representative number at the end of the row
from 1 to 65536.

e Column is a vertical row with letters at the head of columns A to IV (256)

e Cells are intersected between rows and columns, forming cells.

e Cell range is a set of cells you select from two or more cells.

e The cell address combines a column header name and a row number name
(A1). It is not a combination of row number and column name (1A)

e All calculations in arithmetic applications must always start with an equal

sign (=).

"" Questions

What is OpenOffice Writer?

What is a cell address? How do we move the cell address to cell Z2500?
How many columns and rows are there in the OpenOffice Writer?

What do you need to do to calculate an operation? Give examples.

Which operator priority is applied first to calculate an operator?

& ;o> =

Create a table on student score management for Khmer language computer
programs (manuscripts, arithmetic, exhibitions, internet, and email). What
field names (table headers) do you need to create? And which field do you

need to create to do the calculation?
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Q= Exercises

The classroom has desks, chairs, books, various objects, and computer

equipment. Sometimes monitoring everything in a classroom is difficult. What
are some ways you can keep those inventories in your classroom? One way is

to use a computer to create a classroom inventory.

1. Create an inventory of furniture and fixtures in your classroom. See

the example below:

A | B | c D E F
1 [ufannfiagnng o i
2
2 wusfiinans y
wing nn: [RIELVE T} 688 anmaly figaiu

4 [indiw SRPHY 9WGGHEOO Go G 000§ 990000+
5 [iag)iw nanafgn GHO9HHD Go M &00§ 960 000+
6 [finie giad)iint #8 90 §f 09 B0 000§ 190 000§
7 |eoinis BiE) OO 09 V& 000 WE 000+
8 |winis fe0a] HUU ] Go 9% 000% 900 000+
9 |winiy i il oty Shdag ) 919 000F GEW 000§
10 [iEi: fing f oy 09 9 400§ 9 400§
11 | iglis ighnwsting od #00i W HOO}
12 I 9GG9 000§

\win (e [t 7 IEN ]

2. If working with a partner, discuss the following questions with them.

Writing or sketching your ideas on paper is helpful.

* What furniture, equipment, books, and objects do you have in your

classroom? How can you organize similar objects into groups?
*  How much is each item worth?

* What information can help you identify each specific object type? Do your

electronics have an ID number?

3. Save this file as “Class 6A Inventory” in your folder.
4. Close the application.
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In this lesson you will learn how to create a document related to the student score
management table and be able to use Calc software.
v Know the basic cell format
v Manage data in cell
v Know the basic functions
You will learn more about the following:
I.  Selecting Cells
II.  Resizing all Columns and Rows
III.  Inserting Columns and Rows
IV. Delete Cells, Rows and Columns
V. Inserting Auto Numbering
VI.  Formatting Ttext
VII.  Merging Cells
VIII.  Using the Sum and Average Formulas
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Lesson 10 Formatting Row, Column, Text, and Formula Part 1: ICT Basic

Lesson 10 Formatting Row, Column, Text, and Formula

I. Selecting Cells by Using Mouse
To format a cell or data in a cell, you must first select that cell. Using the mouse is

a quick way to select cells by pressing the mouse pointer, or whichever way you want.

1. Selecting Multiple Cells

To select multiple cells in a row, do the following:

» Hold down the mouse pointer to the location of the cell

you want to start, select and hold (ed start from cell A2)

» Drag the mouse to the next cell to the point you want

to stop selecting (e.g., stop at cell F2)

Example: Select a cell in the following table:

AZF2 v fw = = [suwma

: - B C D E F
BTG
> [IXERIE
2 18§ 30 70 100 50
4 2[HE MiYj 70 20 90 45
: 3§48 H 85 49 134 67
5 41808 YA 80 70 150 75

2. Select Multiple Cells Separately
To select multiple cells separately, you need to do the following:

Control the mouse pointer, click on the cell you want to start selecting
Hold down the (Ctrl) Key

Control the mouse pointer and click on the location of the cells you want to add

YV V V V

Release the Ctrl key.

Example: Try to select a numeric value of points less than 50 in the table.

i - B C D E F
» [mnifgas g
ATERIE fun: HAJIAN[RY [AANATGN ﬁ§lﬁjﬁj yHjEma
) 15§ AT 0 70 100 50
‘ 28 Mig 70 oo
5 3/%]8 AHU 85 49 134 67
s 4frss mard 80{ 70! 150 75

4. Selecting All Cells
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If you want to select an entire sheet, you have to control the mouse pointer first. Then click

on the top left corner of the sheet (header name Column A and above the row header name 1),

or click Ctrl + A

5. Selecting Columns
To select columns, follow as below:

» Select the mouse pointer on the head of columns (e.g., column C)

‘ /’ If you want to select multiple columns, left-click on the column heading you

\ \\’\\%

want to start selecting and drag left or right according to the number of columns

you want, and then release the left mouse button.

6. Select Rows
To select a row, you need to:
» Control the mouse pointer
» Click on the header row you want to select (e.g., column 2)
» Or... press the shortcut key:
Shift + Space

‘ ; If you want to select multiple rows, click the heading of the row you want to

0k

start, select and hold, and then drag up or down. Below is the number of rows

you want to select.

7. Select Sheet
If you are already working on one worksheet, you can switch to working on another
worksheet by following these steps:

» Control the mouse pointer, click on any tab you want to select (e.g., Sheet w)

I1. Resizing All Columns Evenly
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In the previous lesson, you learned how to resize columns or rows, but for this lesson, we
will teach you how to resize all columns to the same size.
How to apply a change in the width of all columns equally:
e Select the entire sheet or press the shortcut key Ctrl + A

e Resize any column. All columns will resize to the one you changed.

AlAMII048576 Y| fo B = ALAMII48ST6 v | fg 2 =

- ; Resolving all rows equally applies to resizing columns. You need to select all the
2

s

rows and resize any rows, and all the rows will resize accordingly.

I1I. Insert More Columns and More Rows
You can insert multiple endings or slides at once.

1. Insert More Columns

To insert multiple columns at once, follow these steps:

> Select the cell in the column location . R N > = .
'ﬁ]ﬂhﬁ:}lff’lﬁ_ij -j

that you want to insert. 2 [fsgif rupe Hijian(ay ANATeN Agesju wRjEma
: 158 s 30 70 100 50
» Choose Insert Menu — Columns. — R
‘ 2HE Mik) 70 20 90 45
P R ) = - CR IR 49 134 67
jmnhn;}.nﬁn@j -j 70 150 75
e gl e HAJIAN[A] ARNATEN figasju whHjuAA
s 468 i 30 70 100 50

¢ 2HE Mibj 70 20 90 45
36)8 AIHW 49 134 67

° | GRS LI 80 70 150 75 \

[-]
‘>
A §

Or... you can insert a new column as follows:
» Select the column where you want to insert the new column

» Right-click the selected column heading — Select Insert Columns
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F | G

A [ B ‘ c [ D . |
1 mﬂhﬁgﬁ“jmj IS WI{ASH...
| ! R SR sSuginu..
2 IGgIJH hune Hijian[Ag AANATGN & ofogmumgdiign
i 1 GE; |~d in 30
S B rogiao
4 §Ut
I 21" migj 70 R yundm.
| ° 3 9]8 AIHIU 85 anh
i R uinm
| s " —
- ¥ ma
T By ogh
B Gemt
Gemtifirasng..

Example: Enter the following physics and chemistry scores and subtract the result

from the old total and mean scores, and you will Recalculate it later.

. 8 c 5 e F s "
 mnadigaiag ( A
2 ITEI]H TN anjianing [aanaign juigp  (Adiep [fgrijy [wijuma
3 16§ ih 30 70 50 8d
4 2§y M) 70 20 80 9d
5 3(${8 OHN 85 49 60 30
5 4ffnsg A 80 70\ 75 85

2. Insert Multiple Rows

To insert multiple rows at once, follow these steps:

> Select the cell in the location of the A ] . N N N = :
T MNH NG A AG)
rows that you want to insert. (e.g., |: muzia  rip: aAjian{a; adnaiep Agaiju  wRjsaa
Cell A4:A5) . 7 100
70 20 90
» Choose Insert Menu — rows 85 49 134
80 70 150

A e | e ] o | I P

BTN

e [FGSIH  redne HAJIAN(RY ARNATER figriju wrjuma
3 il

| NN
s 1 G§ 1N 30 70 100 50 ]

2HE Miyj 70 20 90 45
39]8 AIHIU 85 49 134 67
PLEERSTY 80 70 150 75

Example Insertanew data record in the newly inserted row. Re-number and add a new record

in the new row.
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A ) B c o £ F a H

1 mnuﬁg:fﬁﬁjj

2 [FRTe )i [frune anjianiy Adnaigp guigp  [@8Tgp figesju  wujuma
3 168 M 30 70 50 80

4 2pesii g 93 85 95 50

5 35 (i fa 85 89 65 81

5 4y miy) 70 20 80 90

7 5[g{8 BIHMW 85 49 60 30

o DGR 80 70 75 85

I

IV. Deleting Columns and Rows
1. Deleting Columns

If you want to delete a column, you need to do the following:
» Select columns that you want to delete

> Chose to Edit menu — Delete

" n (4 r r “a
| N fg g
4
NTE BT B Al Finaien ulep  |ASlep figriju
a 168 MM 70 50 80|
B 25058 Haf - —_— &0 - T T T ]
5 350 [RTEE + manisiag
0 S RRLL] m_ienjiﬁ THE arnaien juien A81sn g ©Rjema
Lo crio Aerens o b
! 18§ N 70 50 80 70 70
PUSERIRT 85 95 50 85 85
H 340 jfifia 89 65 81 89 89
2. Delete Rows
If you want to delete a column, you need to do the following:

» Select the number of rows that you want to delete

» Chose Edit menu — Delete

V. Auto Numbering

To enter automatic numbering, you need to do the following:

» Enter the numeric value that you want to start. E.g., Type 1 in cell A3)
» Select cell A3 (take the mouse pointer, and click on cell A3)
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» Hold the mouse pointer until the plus sign (+) is displayed.

» Hold down the mouse and drag the mouse to another location until you get the desired

end value.
A B < D
1 [mnafigesngg A 5
: uzi)a e ARy mdnaiepn ' mnangaiag
s 5§ M3 10 70 2 [iugia rean:
i /L f’i‘“ mit) 70 20
§ 418 PSHAS 85 49
0 —Api At 50 70
VI. Formatting Text in Cells
In Calc, you can also format " s c D E r s
. 1 [mnd g b
text, such as renaming fonts, | NHE adnaign Guiep [#@ffep Agmigu
changing font sizes, aligning textin |’ 15 Wi 70 S 80
4 2insh i el 85 95 50
cells and changing font colors, asin | * 3gE TRIRA 89 65 81

the manuscript program.

You can use the icons on the Formatting bar to format text in the following cells:

13141 Arial v 110 v B 7 U

MU FIEIE] % 2% e O0-2-4 -

v

» Change Font Name: Click on the right arrow in the Font Name box
» Change Font Size: Control the mouse pointer, and click the right arrow button in the
Font Size box.

The text of the selected cell will be displayed as follows:
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\p.y Khmer O$ Bokor \
N

AtKhmer OS

AtKhmer OS Battambang

| Khmer OS Bokor k
AtKhmer OS Content

AtKhmer OS Fasthand
AtKhmer OS Freehand
AtKhmer OS Metal Chrieng

AtKhmer OS Muol

AtKhmer OS Muol Light
AtKhmer 0S Muol Pali fu 85 49

AtKhmer OS Siemreap i FU 80 70

AtKhmer OS Systemn

> Remove/Bold/Italics, Underline and Align. Control the mouse pointer, click on the

bold italic icon, and underline the following:
Bold: Use to make text bold
Italics: Use to make text italics B [ u

Underline: Use to underline the text

Alignment: Align text left, right, center and justify as you want

VII. Merge Cells

You can merge multiple cells into a single cell by following these steps:

ety | e | seigp | jolgy | Adlep | Aemiy | sgees |
s | g i | 70 50| 80| \ \

» Select the cells you want to merge

by | Khmer OS Muol Light v 1 vidgeUu

ﬂﬂ. Bb% g

» Click on the merge icon =

Al v fw = = |mnahgaig

A B

‘ /
' mnes‘i?&?&sg

]
C e e | amigy | oy fdisp g sEses
: fog | 70 50 o0 '
‘ 21t el 85 95 50
s 3g0 (pifm | 89 6 81
5 418 myand 70 75 85

VIII. Insert Border

If you want to frame a cell, you must do the following:
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» Select the cell range in which you want to add a border

» Click on the border icon O 8 [ cson [v v dufelu =zzsm L sxua pls & AR

a6 v fw = = |sgsan RS
. 5 ¢ > g O o)

» Select types of border you want | | . | D_ [

‘ mnefgses; S
%
g i sty | jiig fmoisws [
21 [og 70 50 80 B
‘ 2 |igh el 85 95 50
s| 3 |gnyif 89 65 81
s| 4 [iwsuad 70 75 85
IX. Using SUM

You have already learned about calculations using operators, but this method is only
possible if you have a little data. So, to make it easier to calculate the sum quickly, you need to

use the SUM () formula, as shown in the example below:
» Select the cell that wants to use the formula

» Click on the sum icon )’ to create an auto sum

> Click on the OK icon ¥ or press Enter Key.

Ix=T]

i 777 GRS B ———
smnefgaas)

| wongs | s | sl | joley | Ay | Agmw | swess
1 [6gdim 70 50 80 |

2 Tt g 85 95 50
3 §6 pofa 89 65 81

AVERAGE vl fw W

A L VP—LI ) ‘ € ‘ D E ‘ F G
| | MNeAgesss
L]

| mwoge | s | e | gokp | Mg | A | sgees

o 1 [sgdim 10 50 80/=SUM(

J 2 e 8 % 50) \

X. SUM Formula

SUM is a formula for calculating the sum of all numbers in a cell range.
Formula: =SUM(numberl; number2; ...)
Numbel; Number2; ... can be:

e Value =SUM(70;50;80) result is 200

e Cell Address =SUM(C3;D3;E3) result is 200

e Cell Address Range =SUM(C3:E3) result is 200
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v fn ¥ @ [-sumcsey

@ t.me/moevsnews

a I 3 c I [ [ F IS

‘ mnefgsas;
L)

| sweosiph | e | ssigp Fzy | Agmyw | swyeos
3 1 G§ MM 0 =) 80FSUM(C3:E3)
4 2 Teull i as 85 95 50
5 3 §G (f08A 89 65 81
s 4 fnis A 70 75 85

XI. Using AVERAGE Formula
AVERAGE is a formula for calculating the mean values in a cell range.
Formula: =AVERAGE(numberl; number2; ...)
Numberl; number2;... can be
e Value =AVERAGE(70;59;80) result is 66,67
e Cell Address =AVERAGE(C3;D3;E3) result is 66,67
e Cell Address Range =AVERAGE(C3:E3) result is 66,67

n youtube.com/moeyscambodia £#)sala.moeys.gov.kh

Operators and Formula Names:

A [ B | € [ D [ E [ F [ G H
‘ MNSALHSS
o | BUSH | e | AamiS | jOiS_ | Avig | AISANT | SEesTs
2 (o Wi — o - 200=AVERAGE(CS:E3)|
g offuil i 85 95 50 230
g 3|0 [fuBh 89 65 81 235
: 4[fAd s UIA I 70 75 85 230
7

Operators and

Purpose Example
Formula Name P P
= All formulas must start with an equal sign (=)
+ Perform a sum operation between values =3+5
- Perform subtraction operations between values =Al1-Bl
Perform multiplication operations between
* =B1*2
values
/ Perform a value division operation =A1/C2
SUM Calculates the sum of all values in a cell range =SUM(A1:A3)
Calculates the average of all values inacell | =AVERAGE(A2,B1,
AVERAGE
range C3)
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i *

e SUM is a formula for calculating the sum of all numbers in a cell range.
Formula: =SUM(numberl; number2; ...)
= Numbel; Number2; ... can be:
= Value =SUM(70;50;80) result is 200
= Cell Address =SUM(C3;D3;E3) result is 200
= (Cell Address Range =SUM(C3:E3) result is 200
e AVERAGE is a formula for calculating the mean values in a cell range.
Formula: =AVERAGE(number1; number2; ...) Numberl; number2;... can
be
= Value =AVERAGE(70;59;80) result is 66,67
= Cell Address =AVERAGE(C3;D3;E3) result is 66,67
= Cell Address Range =AVERAGE(C3:E3) result is 66,67

Questions

1. Explain how to resize all columns evenly?

2. How do you enter automatic numbering? E.g., 12345678910 11 12
1314 15

3. How do you insert multiple rows and columns?

4. Write the following formula correctly and describe the function of each

formula;
a. SUM
b. AVERAGE
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Q= Exercises

The following is the monthly score of a high school student. The Office of Student

Affairs requires that the student score manager enter each subject’s score and calculate

the “total score” and “average” as below:

Total score: Sum of the three subject scores: “Khmer” + “Mathematics” +

“Physics”

Average: The average of the three subject scores.

A B [ I D [ E F G
- -~
BN HRERS
1 3
o«
Ueis 86 boow
2 | e LELnS MEsigs | AREIG uign fgeuu B3 E
3 | regf BgF0 75 89 86 250 83,33
4 Iz AT G 67 76 56 199 66,33
5 Iz uysg 23 57 67 147 49
5 L $8 uEnm 98 56 57 211 70,33
7 |5 S8 syrhen 76 78 a7 241 80,33
5 |s B8 SIHH 54 30 30 114 39
2 Iz 0g agminng 74 48 85 207 69
10 |g  Jig ham 9s 47 85 230 76,67]
1M |g  |[Uf) syEE 65 ag 76 239 79,67
12 g [ ugnig 10 57 15 82 27,33
13 11 |fUE Bjien 34 86 78 198 66
14 |i=aEEaElEy) 56 20 50 126 42
15 13 |[§S i 36 86 45 168 56
16 |14 [B18J UIFHU 76 95 86 257 85,67
17 s |IF &= 56 67 10 133 44,33
18
19 grom, & = FiWoo
20 LIS B FUS AT

116



Sheet and Number Format



Lesson 11 Sheet and Number Format

Part 1: ICT Basic

Lesson 11 Sheet and Number Format

1. Rename Sheet

You can rename the worksheet to make it easier to identify the data types in the worksheet.

You can rename a worksheet in the following

ways:

» Select the sheet tab you want to rename

Choose Menu Format -> Sheet -> Rename ...

>

» Enter a new name in the Name box
» Click the OK button

Or ...

A\

BYHANATE AER..

Wi RS RIE R G aNRY

Right-click the sheet you want to rename and select Rename Sheet.

» The sheet renaming box will then appear as shown below:

.
i ER

wER A IEIN

Y

II. Insert New Sheet

» Choose Insert menu -> Sheet ...

you want to insert

> Click the OK button

uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh Ot.me/moeysnews

II1. Delete Sheet

You can delete a sheet from a spreadsheet by

following these steps:
> Select which sheet you want to delete
> Choose Edit menu -> Sheet -> Delete.
> Or right-click on the selected sheet
> Select Delete Sheet ...

e Location: To select a new sheet location to insert

e Sheets: To determine the number of new sheets

If you want to insert a new sheet in a spreadsheet, follow these steps:

© rsind
a
Ggenign 1
2
in: asgna
i
1
2
2
2
25 AT MER
2% i nsEReTasRs
27 AEA A I
28 Y mi
% I R
29 Bs oy
£l g B Sepd
'\ nagne [ I -U <
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> The following box will then appear:
Click the Yes button to delete

OpenOffice.org 3.3 lﬁ

@ ignfinmednua§aisumsndaure 2 a

IV. Number Formatting

Number formatting involves fonts, effects, text, alignment and text orientation, cell
borders, cell background settings and cell protection. In the Number tab, you can define the
number format you want in “User Defined”.

The number format settings are as follows:

/ A B

e Preceded by Zero (001) 1RSI G
. 2 1 ao1
e Number in Khmer (99M) Eg. < Z — pro—
o Percentage (12.95%) o 2b.ct%
5 1234 9.md,00%
e Riel (9.9Mai) Dollar ($ 1,234,00) _ 8| 3012m9 TgE mois abig ogee

e Date (Friday, December 31, 1999)

1. Vertical Text Alignment

To align text in any part of a column in a cell, follow these steps:
» Select the cells where you sa@wingn =

S
légs l yHng I iuuiﬁsn’gﬁnjq:l[ﬁﬂ éﬁligmmtmm Im:msm@ ‘

want to align the text

minSusnus
s

» Choose Menu Format — Cells s . ’

The Cell Format dialog box will then

appear as shown below:

» Select the Alignment tab

» In the Vertical Cell Formatting dialog, select Center

Or...
» Choose a format menu
» Select alignment
» Select center
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g

70

85

89

70

2. Text Orientation

You can orient the text to any number of angles or degrees by doing the following:

» Select the cells for which you want to orient the

text
» Choose Menu Format -> Cells
The Cell
shown below:

» Select the Alignment tab

» Enter the number of angles in the Degree box

» At the reference edge, select the text extension

Format dialog box will then appear as

{sa{wngn

’rf?gs [ g I iuwiﬁsqgﬁnjswﬁl fgaangmus

min{fENauS

i

SriNaUS
ulLﬁ
_« iasruny
o "\ o D

in the cell in the third box. The text’s rotation is unrelated to the cell border.

> Click the OK button.

‘a <%
z \‘b‘ﬁ\ T 2
& &
J =

2| 1 [og Adin 70
4 2 [tavh oy 85
3 |¢5 poSw 89
4 [feds ynind 70

3. Cell Border

To create a table, you need to frame the data cells that you entered in that cell.

How to apply the placing of your selected cell borders:

» Select the cells you want to border
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» Choose Menu Format -> Cells

{ga{winen 9
The Cell Format dialog box will then appear as shown || 822 [agsn | fuvizsaguns [mss(e Jamonmes |miminay
X mifusua upA
on the right. i o
o o e , A
> Select the Borders tab and make settings: Sonbinsgrd ﬁ
v Line style ’ || T/
— 4 00 pt
v Select a border location in the Default dialog oo B
. G
v Oryou can set it yourself in the user settings Ay
4+ 2 1@ 18]§ B D
box s b ;
. §ain ¥
v Line color OaoEn Moo
» Click button OK
RN = o
& e | 22 |z | Be ||
| ST 2|75 B f@fﬁ{tf LI
] 1 |[5§ it 70 50 80 200 66,67
4 2 Iy g 85 95 50 230 76,67

4. Formatting Numbers into Khmer Numbers

In Writer, you cannot use font renaming to convert numbers to Khmer. In Khmer, you need to

define the following cell format:

> Select the cell whose number you want to format in Khmer

> Choose Menu Format -> Cells

The Cell Format dialog box will then appear as shown below:

» Select the Number tab in the
Define Cell Format dialog
box:

¢ In the Type dialog box
e In the Format dialog, select
the format in Khmer

numbers (e.g., 9VUMa).

[ IEE

-~

e adia i OB B
L mi

- - N - e

9

> Select Language: igi and Click OK

<5,
; ‘\@"@ b
3 S
a 6§ i 70
4 Tl i e 85
s §G pofn 89
. fnss inans 70

o
Eﬁﬂ)ﬁxnﬁ I fuuinsqgsng Imﬁﬁ ‘n”;al igmanmts

AMIAgH

{rne

oot

HEREY

B
Gtsdon
miigs
maiin
tepaniy

fnnntsgaid

U

glme
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In the format number box, you can see: [NatNum1] 0

e [NatNuml]: To make it display the number format in the cell as a Khmer number

e 0: Represents the numeric value entered in the cell

fuing

g

GIHAS

r'mnmmwim]_ﬁ

-

A =
iGwdnn
MAUTIee L
masEan > A = L3
Tepan(ry / -oume.oh
d -9.bmE, 9k .
/
AL /

5. Formatting Numbers in Khmer Currency

The numbers you enter in the cell can be formatted in Khmer or other currencies as

follows:

» Select the cell whose number you want to format

Choose Menu Format -> Cells

>
» Select the Currency Select Number tab
>

In the Format dialog, select your preferred format type (e.g., 1.234 +)

Y

In the Language box, select Khmer

rtshtmm[,nsp

G688 lqgnn_;t | fuinsnysmng Intéﬁ In’;ﬁl igmaimus Imsmt[,ns_p ‘

i

{sa{eus

Ginsas

s
ATATL

AUIIGE
AN
fepaning

fanarnwgnnd

> |KHR & s

B

-1.234 KHR
-1.234 KHR
—|  |-1.234,00¢
-1.234,008
-1.2345 -

Snmway

25 B&.000% 90,00% t.00% GEM. 514 0¢
13 MO.000i 919,00% n,00% &BN.E00F
50 9G.000F K.00% M,00% FBo.000F
doopoar | BLO00% VK 00% |86y EEV
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K’% In the Language box, if you select a different language, the Format dialog will

display the currency of that language or country.

6. Entering Date
For every date entry in Writer, you must enter the date first. So the number you enter first

is the acknowledgment as a day cannot exceed 31, and the month cannot exceed 1.

Date representation characters are: fo = = [29;'05:'2005
« dd: Represents the day as a two-digit number = . s
« mm: Represents the month as a two-digit number 29/05/0
* yyyy: Represents the year as a four-digit number
7. Date Formatting
To set the date format, follow these steps: o e s ol [ e _
» Select the cells that you want to format LMMM - ”9;99 ) °
the numbers to date. o § o bt
Choose Menu Format -> Cells e ] ]—{T\

Select the Number tab, and select the

date. | s

D. MMM YYYY

» In the Format dialog, select any of your

preferred date formats

> Click the OK button

’ fystons ‘
1035 5. HfiN 2007
s | 1003 w 10. BHN 2007
s | 8120 20. HfiN 2007
8. Time Format Settings A
. G638 lnlgsm_;s I fuufasngsngs InLéisIn‘.lfi:I Igmagmus | mimignen
To set the time format, follow these steps: ims -
e Select the cells in which you want to format the | """
mmits Bl @o1:37:46 o B
numbers to time ot | [ereeasrasso
e <] [sytanom 1ssvae
J Choose Menu Format -> Cells
. Select the Number tab, select the time .
. In the Format dialog, select any format that you - W
|
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prefer.

Click the OK button

Example: When you enter 1:35:20, the result is displayed as 01:35:20 AM.

9. User-defined Formatting

Symbols for user-defined format numbers:

uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh Ot.me/moeysnews

» Choose Menu Format — Cells

#,##0: Sign for separating thousands. Example: 1,234,567

772,7?20.0?7?: Used for decimal floating point. Example: 1234.00

“Rie”: to set the default display of “Rie” letters or numbers in “...

# : Represents the numeric value entered in the cell.

Example: Set #. ## 0.00 “Riels” -> When entering 4000, it will display the result

4.000,00 Riels
: Represents the least numeric value or number of digits.

Example: Set 0000 — Input 12 — Output 0012

If using the # sign, when entering zero (0) - the result will be displayed empty.

mple: Set # Riel - When entering O - the result will show Riel

Set # Riel - Enter time O - The result will show Riel

User-defined Format:

You can configure the data manually by

following these steps:

» Select the cell or cell range that you want to

rLshmeLngm

G388 ’qgﬁnjt I fuuinsnynmg In[j‘}ﬁln’;ﬁligmmmm ]msmtipg_p l

wing

format.

il

- (T

» Enter format number [NatNum1] 0 points

» Click the OK button AusH{IHs

[NatNumi]0 i g

Try to apply the following results:
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e

3 009
4 ool
s 00m
6 00

%,

Here are some formatting sample

O % s
%‘g\ i s
G 1
009 [6§ A5 fo fig] dong
00l |reult el di fig| &dig
0om |$G {pifm fefig b g
006 |[fru8 And o fig it g

[NatNum1]0000 1 0009
00-00000 12 00-00012
[NatNum1]OI-0000# 12 01-00091
#.#Ht or #.4## or #.# 12345 12.345
12 12,000
#,000
12,5 12,500
#A#1,00 12500 12.500,00
#4440 1) 12500 12.500,00 )FU
####,00 “Riels” 12500 12.500,00 Riels
HIMIMA $1=#.4#,00 WU 4150 HIP{MA $1=4.150,00 15
[NatNum1]$1=###,00 “Riels” 4150 $9=¢.9&0,00 Riels
[NatNum1][Blue]$1= #.###,00 § 4500 $9=¢.&00,00§
[Red]1§ = 4,00 % 12,5 1§ = 12,50 % (NEN{HLNY)
“Benefit="#% 12,5 Benefit=12,5%
[Red][<0]#.##;[Bluel#.## U 1234 1.234 (gl
[Blucl###:[Red]-#.## 1234 -1.234 (AN[IUTS)
DDDD/MMMM-DD/YYYY 12/08/05 15 601/00UN-12/2005
01:25:15 01:25:15 {fin
HH:MM:SS AM/PM
13:25:15 01:25:15 NG
% 12 The format you define will be displayed directly by the user. So you can use
b this predefined format later.
To display the number format in Khmer, you must always put [NatNuml] in
front of the number format you have defined. E.g. [NatNum1] #. ## 0.00
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Number formatting involves fonts, effects, text, alignment and text orienta-
tion, cell borders, cell background settings, and cell protection. In the number
tab, you can define the number format you want in “User Defined”.

The number format settings are as follows:
Preceded by Zero (001)

Number in Khmer (981m)

Percentage (12.95%)
Riel (9.8m&#) Dollar ($ 1,234,00)

Date (Friday, December 31, 1999)

9 Questions
W

Tell us how to edit a sheet, such as renaming a sheet, inserting a new sheet,

and deleting a sheet.

Tell us how to place a cell frame and color the cell surface.

Tell us how to format numbers in Khmer currency.

Tell us how to make user-defined formatting.
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Qa Exercises

Write the number format to define the following:

Input Number Output Formatting Number

1 009 [NatNum1]000
e & 956,00 1 )
1234.5 $1,234.50 ?
4000 $1 =4.000,00 Riel ?
15 15 Cases ?
12 12.00% ?
06/07/22 Tuesday, June 07,2022 ?
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Lesson 12 Basic Function and Cell Address Part 1: ICT Basic

Lesson 12 Basic Function and Cell Address
I. MIN, MAX, COUNT, and COUNTA

This lesson will explain to you how to use some of the following formulas: .

e MIN: A formula calculates the smallest value in a range.

Formulas

=MIN(valuel; value2; ...)

Suppose that in cells B1: B5 there are values 19,24,23,21,22 respectively
= MIN (19; 24; 23; 21; 22) Result 19 or = MIN (B1: B5) Result 19

e MAX : A formula calculates the biggest value in a range.

Formulas

=MAX(valuel; value2; ...)

Suppose that in cells B1: B5 there are values 19,24,23,21,22 respectively
=MAX (19; 24; 23; 21; 22) Result 24 or = MAX (B1: B5) Result 24

e COUNT : Used to count values as numbers.

Formulas

=COUNT( valuel; value2; ...)

Suppose = COUNT (2; 4; 6; “eight”). The result shows that the number of numeric values is 3.

e COUNTA : Used to count values in numbers and letters (all).

Formulas

=COUNTA( valuel; value2; ...)

Suppose = COUNTA (2; 4; 6; “eight”). The result shows that the number of numeric and

alphanumeric values is 4.

e Example: Find the highest score and the lowest score in the table below:
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B c D E F a | H 1
| B |73 | B | M | sgews| Aaies | femoiss

2 o

4 2| B | 7 QU | I o100
s (6§ AN o figl @oidigl dofigl boofig] b, br=MAX(C3:E3) FMINCIES)
4 (1ol s G fig| &dng| doigl bmoAgl b b &t fig o fig
s |§6 pUSH Ge gl b Agl dodgl bmuAg wdmm 68 g b g
s (IS8 A o fig| ndAg| duig bmofAg b b qE g o fig

[

I1. NOW, YEARS, MONTHS, DAYS

e NOW .. A formula used to display the current date and time by computer settings.

Formula

~NOW()

Suppose: - This time is June 28, 2022, at 1:39 pm.

- When you enter = NOW () Result 06/28/22 01:39 PM
o YEARS : A formula for calculating the years between two dates.

Formula

=YEARS(start date ;end date ;mode)

v Start date: The first date or before the end date. E.g., 07/12/94
v End Date: The second date or after the start date. E.g., 06/28/22
v mode: 0 or 1
- Ifnumber 1: The calculation only takes the end year minus the beginning year.
E.g., 2022 - 1994 =28
- Ifset to 0: The calculation is to take the end date and subtract the start date by
taking both the day and the month. If a month or a day is missing, it will not
be enough. The result will be 27 on the above date.

Suppose: = YEARS (“1994-07-127; ©“2022-06-28"; 1) then the result shows 28 = 2022 - 1994

Note:  -To calculate a formula, you need to know the elements or arguments contained
oy in that formula. What does a formula need to be able to be calculated? So you
24 . .
“X"  need to know about this to make it

easier to use the formula. o = @E -

A
- If you need to remember, you can ] gt gumi ?*B.WBH

use the Function Wizard to find the formula you want to know.
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Suppose:

MONTHS: A formula calculates the number of months between two dates.

Formulas

=MONTHS(start date ;end date ;mode)

Suppose: = MONTHS (“2022-04-287; “2022-06-28"; 1) then the result shows 2 = 06-04

DAYS : A formula used to calculate the number of days between two dates.

Formulas

=DAYS( end date ; start date)

=DAYS (“2022-06-28; “2022-04-28”) returns 61 days.

=DAYS (“2022-03-02”; “2022-06-28"), the result returns -118 days.

Note:
» If end date is placed before the start date, the result will be negative.

&

Perform the following exercises:

II1. Reference Cell Address

A B [ C [ D | E [ F [ G
(=] =Y a o
1 5@%§R§ﬁiﬁﬁ5j§5$ﬁﬂ@ﬁ$§&5§ﬁ§
2
3 | msargd s Wishs | &2 | Weob@i | gl ";g,
4 | 009y igd fedy 15/06/80 15/05/05 06/06/05
5 |oowiy Sy sgond 23/07/84 16/05/05 20/06/05
6 [oomiu i) 6iun 06/03/81 09/04/05 15/05/05
7 (006 1u s Gem 06/07/86 15/05/05 30/05/05
8 (006 1y i il 07/07/86 16/05/05 31/05/05
9 |oob iy fH]8 BN 08/07/86 17/05/05 15/06/05
10 o000 £ regi thed 09/07/86 18/05/05 02/06/05
11 | ood tu [jpdens 10/07/86 19/05/05 03/06/05
12 | 008 tu e (g 11/07/86 20/05/05 04/06/05

The reference cell address is a common cell address that is commonly used to calculate
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formulas. E.g., in cell B13, enter the operator = B4-B11 (B4 & B11 as reference cell addresses,

meaning that it takes a value from the cell address B4 & B11 used in the calculation).

The main problem with arithmetic software is that you need to understand how to use it.

Reference cell address: 1t is divided into two types, the Relative Reference Cell Address, and

the Absolute Reference Cell Address.

You already know the cell address and cell range address on a spreadsheet in OpenOffice.org

Calc. Now you will learn more about using absolute reference cell addresses.

Note: Reference means taking the cell address that contains the value calculated from the

g
s
2

<N~ calculation is the reference cell address.

» other cells used in the calculation. Therefore, the cell address used in this

1. Relative Reference (A1)

Relative Reference is a regular cell address
(default cell address) used to calculate formulas in
a cell and relates to copying that formula to another
cell location where the cell address changes after
copying.

For example, when we copy a formula from
cell address C1 containing the formula, the sum
between cell addresses Al and Bl (= Al + Bl) is

placed in cell C3. You will see that the formula you

SUM v| fio R & [-atm

B c | D
1 10 20j=A1+24
2
3
| SUM J| s R & [=A3483

N 0
1 10[ 20| 304
2 _ ‘ | JCopy
3 i 3
4

copied in cell C3 varies according to the location of the same cell, and the copied formula is = A3 +

B3.

After you copy the formula from C1 to C3, we see that the output and the address of the copied

cell vary according to the cell position as each with the copied formula.

How to create a contact cell address in a formula or operation:

» Drag the mouse pointer to click on any cell address you want to make a relative reference.

Example: Click on cell addresses A1 and B1 (A1 & B1 are relative reference addresses).

Or,

» Enter the name of the reference cell for use in a formula directly via the keyboard. E.g., B3

2. Absolute Reference (E.g., $A$1)

Absolute Reference always provides the same address (invariably) even if we copy a formula

that uses this absolute cell address to any cell location. But you need to define a cell address as an

absolute reference.
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How to create an absolute reference in a formula or operation:
» Select a cell address or a range of reference cells (default) (e.g., A1)
» Then press Shift + F4, you will get $A$1
or...
> Enter a cell address in the keyboard with a dollar sign ($) in front of the column header

name and row name of the address of that cell. E.g., enter $B$1

Example: Calculate a formula in cell C1

!SUM v\ f 9 o7 |-sas1.8881
using the absolute reference cell address A = s =
. 10 20|=5A%1+JsEH|
(SAS1 & $B$1) as follows: . | !-li
2 1 2 |
2 |

» Then copy the formula from cell C1 = $A$1 + $B$1 into cell C3

SUM v| f 3 2 |[-sa1.9881

Bl =
—

We see that the copied result is unchanged because we bind the above address as

absolute addresses ($AS$1 & $BS$1).

Relative Reference click (Shift) + F4 Absolute Reference

AI B ] C D \| E
1| 1 2 =A1+B1 =$A51+5B52 3G le 2 B
1 1 2 3 1
2
2
3| 3 4 =A3+B3 =5A53+5B%54 ‘\
; - J els o KA

Result Absolute Ref
Absolute Reference esu solute Re erenCJ

e Copy formula fromD1to D3  ->  Relative Reference: changed result by cell
e Copy formula from E1 to E3 ->  Absolute Reference: unchanged result (constant)

Relative and Absolute Reference Cell Address:
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B17 V‘ fm = = |

A B C D ~
1 HIAS W R{AGNILNG | H AW B[RS ILNY
2 /s(ﬁ';\:\ }ﬁ_lg.l\“\
3 50 | =A3 | [ =383 |
a4 300 [ =A4 | [ = | B
5 100 =A5 | | = /
6 400 =Ab =
7
8
9 + -
n v
< v\ egm fesfae [esfes / 1E3 ll

1 I

M WS RENIUNH [HINS ATy nEspimsmayns ;T hmaiy
v el uhoghhigd sbigh nigl§ mhgp gpamy whthw 9

v Relative Reference Address : The copied results change.

sge

A | e c l 0 | £ I
1 - g m - =SUM(A1:B2)
2 b ] %
3
4
5
6 » - +
7 7 5
8

v Absolute Reference Address : The copied results do not change.

A | B

| o | e |

/’
= B

“le olelw

Perform the following exercises:

=SUM(SAS1:8B%2)

» =SUM(SAS1:$BS2)

s
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A ] B | C | O | E | F l G |
SNANSIMAS2NE
1 MAIIS 2 G mild §: 98 giaky 2(0989) EME 09
2 (A
3| mamans | ) f)vma
4 &9,entE z9f0o 900,mb
5
6 mnkgImAS 2 maagmAsE b
7 Has wh s )5 “i.:n;g: ma
8 $1.00 41358 Eaf0,00 Zatio,0o 9,00 Ea,mé
9 $20.00 GM000,00
10 $125.00 BaGE0,00
1" $4,550.00 InnGEWEOD,00

Help:

e In cell B8 enter the formula =A8*$A$4
e In cell C8 enter the formula =A8*$B$4
e In cell F8 enter the formula =E8/$B$4
e In cell G8 enter the formula =E8/$C$4

IV. Formula RANK
RANK: To find a rank, compare the values in the cell range.

Formula:

=RANK(number; data; type)

e Number: The value we want to find in order in the data or list of numbers.
e Data: A data range or list of numbers to be compared.

e Type: This is a number that determines how it is sorted. The number can be 0 or 1.

0: Sort big to small. The largest price is ranked No. 1
e 1: Sort small to large. The smallest price is ranked No. 1

Example: Find the value of a value in the range of the average cell:
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.| ey | TEoniogy | Aeervdis| damsgs
3 99,9 fl|l=MAX(C3:E3) |=MIN(C3:E3) =RANK(G3;$G$3:$G$6;0)
«|  bba gt g gofg U
s | ld,mm (8 fig b fig 9
SRR g gl wofg b
[
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Unicode is a universal encoding scheme for typing and text that defines a consistent,
multilingual encoding method that can exchange text data internationally and lay the
foundation for universal software.

To type text using Khmer Unicode, you need to type in the order of spelling, not the
order of writing from left to right. And the computer will arrange the letters in the
correct order.

Zero-width space used to separate word.

o> W o=

‘ 9 Questions
|

What is the RANK formula used for? Write a RANK formula.

What is the DAYS formula used for? Write a DAYS formula.

What is the difference between a relative cell address and an absolute cell address?
What is the difference between COUNT and COUNTA formulas?

What is the difference between MIN and MAX formulas?
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Q= Exercises

Format the data entry table and do the calculations in the “Total Score”, “Average”, “Low

Score”, “High Score”, and “Rank” fields. As follows:

For the Total Score Field: Calculate the sum between the scores of the three subjects.

For Average Field: Calculate the average between the scores of the three subjects.

For the Low Score Field: Find the lowest score of each student.

For the High Score Field: Find the highest score of each student.

For the Ranking Field: Find the student’s ranking according to the order of the average

they get in order from small to large.

A B c [ o [ E T F T &6 [ H ] [
a o
1 MRS AIA)
{usiig urAn Voo
2 yel G e3nn R T A o
s K - N fges | Dgged | Dgeupy | wjwens |Somithf
3 mentgs [mnneten| sulen 4 4 4
4 [ooeffeseiedun | @8 Dig | m@ g | gd fg | mé e amel | @m00 mif
5 [oow af]e fushs | bi ﬁ§ eld] t‘w§ el ﬁ§ efi bl o1l9 el this
6 [oom [Ei nmid ¢ Dg | gb g | md Dg me cfe] gl el 1] s
7 |ood ey egBiam | @ fig | bu fg | 68 g | bu e 991 efT o
8 |00&[th &N em fg | b8 0g | e 0§ Em bole] aJcfs HE N thi
9 |oow [Bs amis o Dg | @€ hg | ¢u g el ol 969 8,60 this
10 [oo |gqes edtesin | o fg | c¢ fig | ¢¢ ig Ee & a)fe] R i
11 |ood h fdeeym? | @ g | me fg | @m Dg me e gom #&,d0 o
12 |oog |l egstint | @d fig | @0 Dg | md Og me e amé Em &0 m
13 [090fth s &n ﬁgg cf] ﬁg:‘ efts t‘w§ cfr] &n aGé #3,60 this
14 [099 g8 sudifmien | md t‘]ﬁ 0 ﬁ§ &l ﬁ§ me &l amy #l,#0 o
19 grom, ig&.... e ..gi boon
16 MR EUSHTT
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Objective:
v" Define formulas related to combining text (CONCATENATE)
v" Define formulas for finding the remainder of a division operation (MOD)

v Define rounding formulas (INT) and other formulas that have conditions in the

formula

v" Define logical function

In this lesson you will learn more about the following formulas:
. Combining Text (CONCATENATE)
II. INT and MOD
III.  COUNTIF

IvV. IF
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Lesson 13 Function

I. Formula Related to Combining Text (CONCATENATE)
e CONCATENATE: This is the function for combining multiple text elements into one.

Syntax:
=CONCATENATE (textl; text2; ...)
Or
=text] & text & ...
Suppose you want to combine text elements == ¥ X eemimess .

in cells A3 (i2#1) and B3 (fit0§) put into cell 1

: | SHIGRTY ﬂﬁgﬁ YIS
C3. What should you do? In the cell C3, you |.l|igy fled =CONCATENATE(A3;"-"B3)
should write the formula |« 168 st 1H3-G8t
—~CONCATENATE(A3;"-"; B3), then the result | * F#l Ml i

. . . |:§h 161 Hh-151

will be shown i8%-NfJY, or you can write ' '

another way =A3&"-"&B3.

I1. INT and MOD Function
INT: This is a function for rounding the value of a decimal number to an integer.

Syntax:

=INT(Number)

e If number: As a positive decimal, the number will be rounded to an integer.

e Ifnumber: As anegative number, complete the integer and complete 1 if the last

digit is greater than 5.
Example =INT (5,8) Result: 5
=INT (-5,8) Result: -6

=INT (5/2) the result is shown 2 because 5/2=2.5
e MOD: for calculating to find the remainder of a division operation.

Syntax:

=MOD(division

representative(operands); divisor)

Example 1: =MOD(5;2) the result is shown as 1 because 5/2 =2 and will show the

remainder is 1.

137



Lesson 13 Function Part 1: ICT Basic

9 a

Example 2: Calculate on cell E3 “in dollars” & on cell F3 “Remaining Riel”

Rounding the number of fields in “in dollars”.

1 A E c D E $1=4000 KHR
C SBIpSIS | SEPS | RN [TRI058 | FPMARI | AwssSTRSY
> 188 [} 18-y 10.000 =INT(D3/$F$1) =MOD(D3;$F$1)
+ 15h i iHH-I8% 15.000% $3.00 3.000
G It 1UR-in 0 12,000 $3.00 0i
s i 191 §i-161 5.000f $1.00 1.000%
N
III. COUNTIF Function

COUNTIF : This formula is used for counterarguments that match a given condition.

Formula:

=COUNTIF(range; criteria)

e Range: A range of cells containing data to be counted.
e Criteria: A condition to be searched to count in a cell range.

Example: To calculate the value in the table in the cell F4, you should write formulas as below:

s [ s [ e Jo[ e [ ¢ T e ] =COUNTIF($C$3:3C$10;E4)
0| e | e or=COUNTIF($C$3:$C$10;";55")
2| 009 | Aweny | e 58 o8 | mmes
[ oow [ | B | eeh | mdE0% | on cell FS, write formulas as:
s | oom | 08 158 58 ERE | bbE0%
o oog [ amd | pw &y | B9F |900,00% =COUNTIF($C$3:$CS$10;E5)
7| ood | el {8 _ ) oo
AREREERET or =COUNTIF($C$3:3CS$10;" ")
s | 00f it 18
w| 004 | wrlEd {8
%v /" With conditions, you can use symbols = (equal to) > (greater than) >= (greater
b than or equal to) <= (less than or equal to) < (less to) <> (not equal to). Ex.
=COUNTIF(A3:A10;"<=5")
I1I. IF Function

IF: Used to discuss or test any logical value. If the test is “true” it will throw a “consistent
value” but if the test is “false” it will throw an “opposite value”.

Syntax:
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=IF(logical test; [value if true];

[value if false])

v Using Nested Ifs:

=IF(logical test; [value if true]; IF(logical test;

[value if true]; ...;

[value if false])

e logical_test: Any value or expression that may be true or false.
e value_if true: This is the value displayed when the test is true.

e value_if false: The value to be displayed when the test is false.

Example 1: Try adding the following

‘ A B G ‘

formula .

1

‘ : 1 [pRee<orutgsiges)

=IF(2<5;"value is true";"value is false") the

3

result is shown "value is true" [
=IF(2<5;"value is false";"value is true") the result is shown "value is false"
=IF(5<>2+3;1;0) the result is shown 0

=IF(5=2+3;1;0) the result is shown 1

Example 2: Calculate on the cell through the following condition .
Pass/Fail: On cell G5 =IF(G3<50;"Fail";"Pass")

« Rank . On cell H5 =RANK(G3;$G$3:$G$6)

« Mention I5 .

=IF(G3<50;"F";IF(G3<65;"E";IF(G3<75;"D";IF(G3<85;"C";IF(G3<95;"B
AT

With conditions for Mention below:
if the average < 50, Mention: “F” « if average < 85, Mention: “C”
if the average < 65, Mention: “E” if the average < 95, Mention: “B”

Opposite to above the conditions is mentioned “A”
if the average < 75, Mention: “D”
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A B c D E F G H I J

o | sl mge | swbsly | gy | Ay | Femye | sgess | sdpd | damdgd | Agw
3| 09 [5g0m nofigl tofg o g Moo Ag bb,‘am=IF(G3<50:"@ﬁ“;"miﬁ")| D

4| ob [t el Gt figl 8t fg| tolig bmofgl adbal  my 1y C

s | OM |35 {FiRw g figl be gl do fg|bm fgl admm M 9 C

5| 0¢ [leusunel| oofg nffdg o (g bmofgl w590 oy 1y C

7

140




nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

CONCATENATE: This is the function for combining multiple text elements
into one. Syntax: =CONCATENATE (textl; text2; ...)

INT: This is a function for rounding the value of a decimal number to an integer.
Syntax: =INT(Number)

IF: Used to discuss or test any logical value. If the test is “true” it will throw a
“consistent value” but if the test is “false” it will throw an “opposite value”.
Syntax: =IF(logical_test; [value if true]; [value if false])

ﬂ

Questions

. What is the COUNTIF() formula used for? What does this formula look

like?

. What is the formula IF() used for? What does this formula look like?
. What is the MOD() formula used for? What does this formula look like?
. What is the formula CONCATENATE() used for? What does this formula

look like?

. What is the INT() formula used for? What does this formula look like?
. What is the COUNTIF() and IF() formula used for? What does this formula

look like?
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C= Exercises

Please create a table by entering data and calculating in the columns “Full name”,
“Age”, “Each type of dollar bill ($)” and “Pay 5% tax” and calculate the “Number of male
employees”, “Number of female employees”, “Maximum of salary employee”, and

“Minimum of salary employee”.

Al B8 | € ] D [ E] F [ 6 [ H T T JJ[KJLIMIN] © ]
e y a
1 seRinRigs s ats
2 |
] wi | smgme Ny ifn Ll int | igtagididng | smwm | jmisolsg Basinm iAMA & o
4 R me 900‘&0]80'90‘&' 9| &
5 | oog [y A [l i u | 156:1983 24 $wehoojl 0
6 | ook ¥ Giun 1) Giun y 2. 6RN1982) 25 $1mo,00
7 | oom Jsn bt i 1l 6| 7.Hwoios 24 EEE o |
8 | ooF [ (s th it 8 U | 9 ajun1983) 24 $96GH,00
9 | oo |i€)s Fannn W) e | v | 25 sgn1g7e) 28 R o |
10| oo5 [wn AR [rob Auiade | o | 100 8rum1984) 23 s umo,00 [ ENIE
1 | oo v EEL b o) A 1251982 25 $96b,00
12 | oos [ (55 RIS {55 7o | 29 8m11983] 24 $hed,00
13 | 006 [n& 2R R RISTR U 2. Hy:1980| 27 $bed,oo
14 | oo [pswd i9]8: FuHih fgie: RSO 5 3RIFII981) 26 $ud,00
15 | o099 |=n firdt b2 el U 15531983 24 s 0,00 ||l
16 37 .o ||m
17
18 [igynamag un o 2 I
19 [5gausnimeisd T ) Auins
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Lesson 14 Absolute Row and Column Cell Address Part 1: ICT Basic

Lesson 14 Absolute Row and Column Cell Address

I. NETWORKDAYS

NETWORKDAYS: A formula used to calculate the number of working days between two dates,
excluding weekends (Saturday and Sundays) and the holidays you have set.

Syntax:
‘ =NETWORKDAY S(startdate; enddate; holidays) |

Start date: A date that represents the start date
End date: A date that represents the end date.

Holidays: An optional range of one or more dates to exclude from the working calendar,
such as state and federal holidays and floating holidays

Example: Find the number of working days of employees in the following table
> Enter Cell F2 = NETWORKDAYS(C2;D2;$A$2:$A$7)

» Then you will see the result is 19 (without thinking of holidays and weekends)

A 5 c o - -
o fgastasgEnn IS SNTYADA | fGOGIfY fgumt | Ggsigrgms
e 18RI 2007 K0S001 1. 8ATAY 2007 31. 2 RSN 200(\) 19

* 3. gRian 2007 K05002 2. 8R5i 2007 20. 2R3N 2007 10

4 5. 85 2007 K05003 8. ARy 2007 17. 2nsa 2007 6

s 13, gfum 2007 K0S004 2. 8R5i 2007 10. 2R3N 2007 6

5 14, 3Ry 2007

15, gRym 2007

I1. Function Wizards
In OpenOffice Calc, you can use the Function Wizard to help you write formulas in a cell. It’s
easy if you forget the arguments or elements to use in the formula.
How to apply the calculate NETWORKDAYS formulas using the Function Wizard:
Example: Use the Function Wizard to calculate the number of employees’ working days
in the table below

» Enter the cell cursor in the cell where you want to display the result:

i s c > F F
1 Ignesdasggnn ISZATNTYENA | GO OIfY fgumd  |Ggsigrgme
1. 2 A5 2007 K0S001 1. SA5EN 2007 31. 2ASA 2007 1

3 3. aasan 2007 K0S5002 2. 8RN 2007 20, 8 A3E 2007 10
4| 5 aasa 2007 K0S003 8. AR 2007 17. 2R3 2007 6
513, aadm 2007 K0S004 2. 8RS 2007 10, @RS 2007 6
5 14, 2RiM 2007
+ | 15. 8aJi 2007

» Click the Function Wizard icon fa on the Formula Bar. You will then see a Function Wizard
dialog appear as follows:
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)
e

e
sgasd icmds gnusgays

s

’gﬁmm': E”

HntguAIHgAEd R ,N ®

NETWORKDAYS

NETWORKDAYS( muuirge s masuiigsum; igasgenn )

NEGRINOMNIS]

NETWORKDAYS

NOMINAL_ADD
NORMDIST

» Find the NETWORKDAYS formula in the Functions dialog and select this formula

ingjidssigifimi inamsuiigefs

» Click the Next button, then the following screen will appear:
HAGSWANHAYE SR /N . ® & @ ; l u

wgaud emasgs NETWORKDAYS gnngass |fuas :504

wing

ingjtsgsigfmi inamnsuiigeds

msuiige Samasian B|

EELEH musiigsminds (nimi)

MONTHS A muuigemtide

NETWORKDAYS

NOwW
SECOND muuiigsaoids | fx
TIME R ]
TIMEVALUE mussiigsums | fi
TODAY

WEEKDAY —
WEEKNUM

WEEKNUM_ADD

WEEKS

WEEKSINYEAR jUHg
WORKDAY

> Click the Shrink button
C2

HRSgwAEHASE - NETWORKDAYS( M asuiigsmiids: ... ) LM
[ 20]
» Press Max button

Igesgnn | fx

m

gHNS |r'|mlm £504

-NETWORKDAYS(]) -

at the start date to select the cells you want to calculate. E.g.

]
» The same applies to end dates (D2) and holidays (select cell range A2: A7)

to return to the original position after you select cell C2

/—\ i = = |-neTworkoavsDz e BERR

" 5 c 3 e F s
Iyt as{gnn IseENgaa | igmiife fgumt | Ggsigrimi

2 | 1. 28ym 2007 K0S001 1. @RJA 2007 31. BRI 200

s | 3. g 2007 0 L ORKD

«| 5 arm 2007 |
s | 13. arym 2007 K0S004 2. 8RN 2007 10. 8 S 2007 6

s | 14. arum 2007

7| 15. 8 2007

E e x1d

» After the selection is complete, click the OK button to display the results.
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tnejiss gsiuifime shamnsuhigeis

% -
IERSTEIAAIGLE)

wifintgmustige Anmasgignid Aasgemns gasgnn 1

mustigentits D2
MUBTGes M E2
Ty s 1247

juep
=NETWORKDAYS(02;E2;[FHE)

WIAe
MARIGE & IATHAR
HBAYE
»
NOW
SECOND
TIME
TIMEVALUE
TODAY
WEEKDAY
WEEKNUM
WEEKNUM_ADD
WEEKS
WEEKSINYEAR
WORKDAY
YEAR
YEARFRAC
YEARS
v
mEsL Sguw

1 uh

mgﬁm

AN

I 1 GEE
=7
< >

I1I. SUMIF

SUMIF: A formula used to calculate the sum of values corresponding to a given condition.

Syntax:

= SUMIF (range; criteria; range_sum) |

e Range: is the value range that contains the criteria in it

e Criteria: is the value to be given by the search criteria for calculating the sum.

e Range Sum: a value range that contains the values to be used to calculate the sum
according to the criteria.

For example, you have the following employee list data table. Calculate the sum of the
salaries of employees over 30 and under 30.

G2 vl fo3 = = |=SUM@2:CB;">=30";D2:DB)

A B C D E ‘ I I G ‘
1| s fnane I (AR PO ATS
2 | 090[rJB IBAGI| MO MO0000.00 | #==30
3 | 090[ANR A mh M#0000.00 s #1115 <30 GMO000.00
4 | 09G[nd]a fate b BGE0000.00 S
5 | D9€&[njg Run 10 BWE0000.00 K
5 | Obo[ag M tm BA0000.00 K

IV. Absolute Addressing

You already learned in the previous lesson about the absolute cell address, which is a type of
cell address that does not change. Copy or drag to another cell address (sentence fragment). You can
bind a cell address as an absolute cell address using the shortcut keys Shift + F4 after you Select a

cell or cell range.

Absolute cell addresses are divided into two types: rows absolute cell addresses, and columns
absolute cell addresses.

1. Row Absolute Cell Address (A1)
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The row absolute cell address (A1) means that column A is variable, row 1 is constant
(unchanged).

Example 1: Summarize the values 4, 7 and 6 using the formula=SUM (A § 1; C1; A2) in cell
D1. In this formula, you observe that the cell address A $ 1 is lined up as an absolute address.

Copying the formula from D1 to D3, we see

that the result cell copied to change because we bind | o v| fm = = [-sumasicnay
the absolute value only row 1 in cell address Al,so [ Y s B =
when copying to row 1, the values remain the same, 7 | o n ) 77
while column A varies from place to place. With the | 2 | I
copied formula, A2 and C1 change and move ' °
corresponding to the position of cells A4 (empty) and C3 (empty).

D3 ] foo = = |=SUM(A$1;,C3Ad)

Therefore, the result of our replication is 4 :
(the value removed from cell Al bound to the — = Al 2 | £ - 2 17‘
-—4 -

fixedrow A $ 1).

w || =

6 T
4

Example 2: Calculate the total sum in cell D1 by taking the values in cells A1, Bl and CI by
binding the absolute reference address to row 1 of both cells. Three AS 1 B$1and C $ 1.

o D T E3 v fm = = [=sumes1:0s1)
- A [ B | G | D E ]
A [ s [ o 2 i 5 90 Y:
1 - m h a0 98 _1 | ‘“““-._

4

==,7  Select A1 when pressing Shift + F4 once to get $ A $ 1. Press again to get A $ 1.
.

“ Click $ A1 again. Press A1 again.

Example 3: Summarize the values of cells A1, o1 A i = = I||=SUM[A$1:C$1) I

B1 and CI by tying the absolute addresses, rows of x| . e 5 | & |
celsA$1,B§1and C$ 1 in the formula=SUM (A ] 19l
$1:C$1)incell DI )
Copy formula from cell D1 to cell D3 Copy formula cell E3

03 v fwm = = |[-sumiasicen E3 v jw = = I[:sumﬂ:swm l

A°|Bc| C4n|°|E[ » A | B c o | E | F
1| S & o 19 q 3| 6 10 1g|
) L'
2
3 4 5 : 3
; : o > 35

2. Column Absolute Cell Address (eg $ A1)

The column absolute address ($ A1) means that column A is constant (unchanged) and row 1 is
variable.

Example 1: Apply a sum formula using an absolute reference cell address column.
» In cell B4, enter the formula = SUM ($ B1: $ B3)

» Copy formula from cell B4 to cell D5
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S \os—v fra = =| [=sujuse2:s89)
B4 v fm = = =suvu1]ss1;saa]

A | B | c | D
A B c | D 1
] m 2 9
2 b 3 \E.
3 g 4 90
4 ¥ an| 5 mm)
5 T 6

The formula only changes the row = SUM ($ B2: $ B4), so the result of your copy is 33.

’54 v‘ fm = = |=SUM[$B1:$BS) |

Example 2: Summarize the values of cells B1, B2 A | B | ¢ | o | e |

and B3 by tying the absolute addresses of the columns of | 3

cells $ B1, $ B2 and $ B3 according to the formula = Z g

SUM ($ B1: $ B3) in cell B4 . |

Copy Formula from Cell B4 to C4 . Copy Formula to Cell D5

o = = ||=SUM[$B1:$B3) l D5 v fw = = ||=SUM[$82:$B4) |

a2 | 8 | e | o | E | A~ | s | ¢ | o | e |

3 3
6

[ T - S I I B

=33

1

2 6

3 \9\
“ ~ b

5

[}

Practice the following exercises:
Calculate the following table according to the SUMIF () formula using the absolute cell address,
the row and the absolute column address.
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A | B [ C | D | E | F | G ] H
0 & 0 0 3 0
1 R ERRIG RSB TSN EIN S US ERBB BT
E]
2
3 | smaas| g8 iz agasy apify Aol agIAcE AfU
4 C0-0001  [tiu]fte] HN 9 Ime a0 e 9t Ime M0 i3 B0 A
5 C0-0002 [0 Hy: b0 e 90 If: 90 If: att ime fefs 07
6 €0-0001  [tiuj]irel = 90 If: 90 Ife gt 1M B0 tme ate 1m
7 c0-0003 [rgii SHN M0 e 90 e M0 i3 B0 e 900 bfi
8 C0-0002 |0 i M0 e 90 e M0 i3 B0 e 900 bfi
9 c0-0001  [te]fte] By s ihe 90 12 M0 12 B0 s 90 17
10 [ coo001 [ragna] aiak:y M0 e a0 s M0 i3 B0 s 900 Ifi
11| coooos [rgiis BiLm MO [Ae ao In: MO [Ae 80 Ime 900 Ifi
12 | Co-0002 |Un e afi s a0 s M0 i3 B0 i 8t tm
13 | coo001  [reiAl o afi ifs a0 s M0 i3 B0 s 8t tm
14 | €0-0001 [sa]ine] TG a0 tAs a0 tAs MO tAe to s 80 IR
15 | coo003 [iglt G tio e 90 2 b0 12 i 9mo If
16 af 9.99600 IR
17 | =SUMIF($B$4:$B$15;3B21,D034:D$15) | Y &E 00117
18 MY G 9m0, 00 i
19
0 | mmagnas| amEm [ Vif9 Aol agié, anpids Ao
21 €0-0001  [tiuj]itel RGE DOI[Y  990I/Y MO0 IR EEOnée 179
22| co-0002 |UA GEIHg  MOLR3 EOIHy 99 ITg B0 174
23 | co0003 |iglis E01IMY  MOIRS3 DOIRY  9EDIMY MO IR

Figure 18.4 Weekly import list exercise

» Enter this formula=SUMIF ($ B$4: $ B$ 15: $ B21; D $4: D $ 15) in cell C21

» Hold down the mouse pointer, hold down the mouse, drag to the right cell, and drag down to
display the result.

Therefore, to calculate the above exercise using absolute addresses, rows and columns is faster.
Once calculated, you can drag or copy this formula to other cells to be calculated.

V. Hour, Minute and Second
HOUR: A formula used to display the numerical value of an hour of time.

Syntax:
| =HOUR(Time)

e Time: The value of a time you entered. E.g. 10:35:05

Example: = HOUR(NOW ()) returns the current time.
= HOUR(C2) returns 10 o’clock if C2 = 10:35:05

MINUTE: A formula used to display the numeric value of a minute of a time.
Syntax:

| =MINUTE((Time)

Example: =MINUTE(NOW ()) returns the current minute
= MINUTE(C2) returns 35 minutes if C2 = 10:35:0
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SECOND: A formula used to display the numeric value of a minute of a time
Syntax

| =SECOND(Time)

Example: = SECOND(NOW ()) returns the current minute
= SECOND(C2) returns 05 minutes if C2 = 10:35:05

Practice the following exercises:

For example, you have an online store with four machines for internet service based on the
hours and minutes that customers use. In the table below, just enter “start time” and “end time”,
then the usage time and total value will be displayed automatically.

A | s | c | 3 | e l

ot
‘a

"' G by 9 1538 = BEOO §

D I2HIATS IABIGITY IR UMT 1A g imag algaiio
2 09 08:25 {fin 10:05 {fif 01:40
’ ol 07:50 {jifi 08:15 {fn 00:25
: om 01:45 ANG| 0200 ANG| 00115
‘ o0& 01:25 MAG|  01:35 ANG|  00:10

( BB Summary B
e NETWORKDAYS: A tormula used to calculate the number of working days between

two dates, excluding weekends (Saturdays and Sundays) and the holidays you have set.
Syntax: =NETWORKDAY S(startdate; enddate; holidays)
e SUMIF: A formula used to calculate the sum of values corresponding to a given condi-
tion.
Syntax: = SUMIF (range; criteria; range sum)
e Absolute cell addresses are divided into two types: rows absolute cell addresses, and col-
umns absolute cell addresses.
. The row absolute cell address (A1) means that column A is variable, row 1 is
constant (unchanged).
= The column absolute address ($ A1) means that column A is constant (unchanged)
and row 1 is variable.
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U S

‘. ? Questions
11

What formula is used to calculate the number of working days? Write the formula cor-
rectly and give examples.

What are the benefits of using the Function Wizard?

What is the SUMIF formula used for? Write the SUMIF formula correctly.

What is the HOUR formula used for? Write the HOUR formula correctly.

What are the types of absolute cell addresses? Explain how we bind the absolute cell

address.
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Q= Exercises

Make a budget for the TV sales business in the following format:
Discuss with your group:

Prepare a budget based on the business model of selling TVs below and calculate the profit
after this 4-month period. Save this budget plan in your folder under the name “TV Sales

Plan”
Al B | € | D | E | F | & | H | I

_1 | o [ o

2 fﬁﬁ'lﬁii}ﬂiiﬁ §V§hﬁliﬂiﬁ§iﬁ ﬁijs
— '

3
4| mouige: gl § 99 Is Bun gl bosw Flg: am $10f
5| A 318
6

7 s fsd o fsé b fsé m fsé e
3| [Ganas
9 R
10| 8z uA 3 40 40 104
1 slgnud $5400  $7200  $7200  $18.00!
E as1ud ano $5400]  $7.2000  $7.200(  $18.00(
13
12| [Gamwm
15 Samwiuoi e
16| gesumh $400 $400 $400 5401
17 (A lsygain $1300]  $1200  $1200]  $1.30f
18] igdn Songal $230 $230 $230 5231
19) A s (A 523 523 522 52
20| g 9 350 350 350 55/
2| & U Gam wiuoi 9ied 52003 $2,003 52003 $2,001
2 dméSmynen
| da2 80 70 80 2
24| algdm $5.000 s7000  38000[ 5200
g &g udam w $8003[  $9003  $8003]  $4.00:
26|

%
25| [Granm 3 2
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Lesson 15 Data Management and Printing

Part 1: ICT Basic

Lesson 15 Data Management and Printing

1. Sort Data

Suppose you have a data table like the one on the . 5 c
right. In this table, the data you entered is not in the
Khmer language alphabetical order. Therefore, you can | 1 w3 s s
sort these data in alphabetical order by following these |, 009 [ Giwn ) "
steps: . _ 3 | oob |[dsagnd U
Example: Sorts “Last Name” fields in ascending
4 oom |(wh Get U
order (A — Z) i
5 ood  |[anus (S oY)
How to Apply: 6 ood  [[iE]R miBnNg i
> Enter the cursor in the sorted data table 7 00b  |wd foa: if
» Choose Data menu -> Sort 8 oofl  [[ig8 M0 i
Then you see a sort box appear, as shown below: g 006 |[nd A f
> Select the Sort Condition tab 10| ooé ||firTeyliy R
> In the Sort by box, select the Name field 1 090 Qs agFmn ¥ A

» Choose option Ascending
» Click OK Button

You get the following results:

- A . . e

(aeapms |

aig|ums

S |

- Gsmsfnng -

JEK)

5}

© 1550

-YRMIRANNH -

VﬁlLﬁ]ﬁ
A B C (
1 i suge 156
e [ oom [magewm |\ wu
3 ool e agmd U
a 090  [is AgFIN oY
5 ooé  |AsTeyfiy o
6 ool pEa wn s
7 ood  [anus {5 A
8 006 [ind fEd oY
9 ood [if)r Mnnna ) Note:
a &4
10 009 [1H)i Giun u %, /
1 oob {”ﬂnn: v/ U <"

If the Sort by list does not display the selected

table’s field names, it
shows columns 1 and
2 ... then you Select
the Options tab -
Check Range
Contains column
labels.

[ GUETY

gimzn‘gﬂgmﬁf

Copy the Sort Result to Another Cell:

In general, sorting data in a table will apply the result of sorting in this table directly. The dots
will teach you how to copy the sorting results to a different cell location.
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How to Apply: i
» Choose Data menu -> Sort e E
Then you see a sort box appear, as shown below osgenpmijssnses )
» Select the Options tab Olmsgangidge
» Check the Copy results sorted to V) s sannginss
» Enter the cell address for which you want to @ jsum st
copy the result. Example: A20 is the starting S——y
cell address of the result table '
» Click OK button Semafent- B‘

II. AutoFilter

Automatic filtering is used to filter only the records of any
data you want. For example, in the data table above, you want to - /

filter only those who are male (M). M ~ 2 =
009[]s Gitn G
How to Apply: 3 B ER— eoAﬁgn;
> Enter the cursor in the table where you want to auto-filter |4 [ 5555n gam d = US
» Choose Data menu -> Filter -> Auto filter 5 00¢|anw (83 o
» Then you will see the down arrow in every column header | oogis Ainank
of the data table. You can click on this arrow to see the data | 7 00blrh fan:
types in this column. 8 oodlish mn
» Drag the mouse and click on the down arrow of the “Sex” | @ 00G|HH AJAR
field, then Select “M” (represents male) 10 | ooé|is Yeufiy
The results will show all males as follows: ] osojwsmmn ||

A B
LR 2 I 301 I
009(tH]h Giun
oob|dy ajthd
oomish Grh
00d[H]8 mhAmnk
00b(Hhk inn:
oocish /N

JUST 9E4 & MIGH[EHES St

!

For any filtered field, the down arrow
appears in blue. To show all records again,
click the down arrow and select - All -

74

\ \\\\‘

o | ~|o|bs|w|[n| =
cle|ec|la|lac|a 5 3]
€ B

Remove AutoFilter:
Once you have filtered the table, only the data you have displayed is displayed. To automatically
remove the filter to restore the data to the original, please follow the steps below:

» Inserts a cursor into a table that you have automated as filtered

» Select the menu Data -> Filters -> Uncheck the box next to AutoFilter. Then your table
returns to its original state.

I1I. Standard Filter

Standard filters are the same as automatic filters. Still, standard filters allow you to define
criteria through a maximum of three fields in Data tables using the AND or OR link, and filtered data
can be copied to another cell location.

Example: From the table above, extract data with a letter greater than 5 and gender M (male).
How to Apply to Filter Data According to the Above Conditions:
» Insert the cursor in the table where you want to make a standard filter
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» Choose Data menu -> Filter -> Standard filter. A standard filter dialog box appears as

>
>
>

shown:
GICREALE [é

uanndiguajsn

asgn{uEn anil ML LU ERY niy

@ o] [ ol B
i G Il "I e
|

nfnsfione 4 ‘ \ fgt WIS NE ‘ \ niuh
| wmsnHnjiGac | migpunygm
V| Gitn s AN MG | sgpicygn

V] inprsgandEGusagsn
-gsmsAnNg - B‘ $r§n2.$ES1

In the Field name box, click the down arrow, then select the ID (numbering)

In the Condition box, click the down arrow, then select Condition> = (greater than or equal
to)

In the Value box, click the down arrow, then select 5

In the box below the operator, click the down arrow, then select the AND operator (take only
the records that meet the conditions. Both of the above means that unless all conditions are
true, it will only take the existing record). A number greater than 5 and male. It will mean that
it is filtered. Seals those numbered greater than 5 and all males (M).

In the box under Name, next row Field, click the down arrow, then select gender
In the Conditions box, click the down arrow, then select the equal sign (=)
In the Value box, click the down arrow, then select the letter

If you want to copy the result to another cell location:

>

v

Click button More
v Click Copy Result to...
v In the box below the box Filter criteria, Type $'w§n2'.SE$1
Or control the mouse pointer, click on the icon : : :
v Control mouse, click on cell E1 i-d ran: e
v Control the mouse pointer, click on the zoom icon 00818 MuAn U
back 0 0Bl {nN: u
Click the OK button ooniBH ma U

Remove the Standard Filter:

steps:
>
>

You have already made a standard filter. If you want to remove a standard filter, follow these

Place the cursor in the standard filter table above
Choose Data menu -> Filter -> Standard filter. A standard filter dialog box appears as shown:
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AEDIAA] X

unnniEGua{sn
a g

AU anit [T LULEDT Aty

b - =] s B
s - ‘

‘,

I

(&)

» In the Name field, click the down arrow to select None
» Click button OK

IV. Auto Serial Fill
Serial Fill makes it easy and fast to enter data in series without inserting all serial data
range.

mo»

in a cell

1. Auto Fill Day Serial A

B

In Calc, you can automatically drag days in series. E.g., you want to AR

enter the day’s name into a cell like Sunday, Monday, or Tuesday. 2 r/

How to apply to auto serial to the day:

[ saposm |-

» Enter a start date. E.g., Sunday

» Control the mouse pointer on the handle. (?)

» Hold down the mouse and drag until the desired

end date. 4

Then you will get the result like this >>

2. Auto Fill Number Series

For example, you want to drag automatic numbering like this: 1 23 4 5

How to apply the drawing of numbers in series automatically:

» Enter a start number. E.g., 1

» Control the mouse pointer on the handle. (?)

» Hold down the mouse and drag until the value
Desired end number.
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Note:  « For dragging the moon (month?) in series, you do not need to type the word
K‘% “month” in front of it. Type, e.g., January, and drag it like a number or a day.

A B C D E F

3 GRS

amm

« For a two-digit suite drag, type the starting number 2 in cell Al and 4 in cell
A2 and select drag both cells to the desired number.

A

~N || o b w | N -
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V. Print Preview

The file you have already created needs to be clarified to fit on the correct page. So you can
preview the page to know the format of the text before printing.

How to apply te preview the page:

Control the mouse pointer, click on the icon k) Preview page on a standard bar

‘A-cHd X EBER-¢ o -o-
Khmer OS System [éméﬁsmglg v @ & U

You will then see a preview page showing the following:

&ins| [shguw] dn oo g uisigmnrngm
B Y e @ Q @ rhsapnwsd.  Teéin o © ® Gemudimys B
ol U N1 UL@IH
Eﬁijg] OB T
1 TR RS

juses shoo ;| oddomA skoo A obOdmA 9coo ;A bobd oA

wooH doomd Ao A ssomA ssoo | edoom

figaning

Book Boom Bood  BooZ ool Bood

el el e ol o] <[ o [ ] 2] ] -

gisinp
L
$iv2t/22 | absiefls | ] || | l@o—eo—+——@| 50%
L B —
stImn 96,90 ¢« MIHIGHMEE FEIMETY
z

« Previous Page: To return to the previous page one by one.

« Next Page: To return to the next page one by one.

« First Page: To return to the first page of the displayed document.

« Last Page: To return to the last page of the displayed document.

« Zoom In: To enlarge the displayed page.

« Zoom out: To minimize the displayed page.

« Full Screen (Ctrl + Shift + J): To zoom the page displayed to full screen.

« Format Page: Opens the Page Styles dialog to define settings related to page formats,
such as pages (margin format, layout settings), primary background border, that the
footer and the sheet, as shown below:
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r N
i Risiide e

grifus ’éﬁ: ln“;al!gmm{‘mm Iumanm Imrmm Imgn‘

{ed{nwnd e
oaly ‘E ,
§50 21,000 6.
nyes 29,700 8.
§ns ORID FruHRUS igrsiag (i) ]‘

VI. Setting Header and Footer

Header Define is the header setting that will display all

-
isodg i nisiily

the document pages.

’gnu:]m's |§ﬁs |n”§is| Egmhtmu@uﬁﬁnmj}mnm lmgn‘

How te-apply to insert a header:

Select the Header tab in the Page Styles dialog. Or ...
» Choose Menu Format -> Page ...
» Choose Header tab
» Click Open header Taddiiga 00008,
» Click the On button

WM e II/AN

T hing 0,008 4.
Click More to frame and background to headers. A
border/background dialog box appears as shown. m o2,
AYas 0,500.4.

[ Au/ignagmw pSHAY A AT TR
Nng«Dtgam:q,?m.s.r ‘
mijutupa ugh [ iifama.. I( iRAs{E.. :D

ﬁ - - »  Choose Border
ERpro— 050 | »  Choose any icon under Default
s »  Select which line style you want to place
— o »  Click OK button
1:10 pt
LI B

v Click the Edit ... button to edit the header contents. A header box appears as shown
below: (Enter the header text as in the three boxes below):
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.
uygnt (iendgédi nigiily)

igmamn ignama

AYiGRNE - OpenOffice.org Calc

HEEAD gimutinng

]

GUERNMNASES

=v EYRENEINEREY

@

2]

> Click OK button
> Click OK button

Note:  For how to place a footer, as well as how to place a header, you select the footer

K"% tab, then follow the same procedure.

VILI. Print Preview Row and Column Headings

To set headings, rows, and columns when printing, do the following:

Select a sheet tab in the Page Styles dialog

is10gé A isiidy

\grm:]mi |éﬁs |n‘.‘m

igznmu |m.ie5nm |mnnm}m§n‘

AN E s
© Aprurgima unvERad

O marelad unUEAGIIMY

s §Aidyh

V] Ageumi

Jomn 96.9¢ ¢

AIRRNABIUIMMANIGIHE UgIAUIInATm Y
wh v ¥ v 10

» Check on the check box Rows and
Columns header box: Print; showing
both the existing row and column
headings on all pages when printing.

el el

=]

e ApugiEn Shgias

J
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Automatic filtering only filters the records of any data you want.

You can short form ascending

Standard filters are the same as automatic filters. Still, standard filters allow you to define
criteria through a maximum of three fields in Data tables using the AND or OR link, and
filtered data can be copied to another cell location.

Serial Fill makes it easy and fast to enter data in a series without inserting all serial data in
a cell range.

You may not be sure that the file you have already created will fit correctly on the page.
So you can preview the page to determine the proper formatting of the text before printing.

_J

S 5> B0 I =

Questions

How do you sort a data table’s “Name” fields in ascending order?

What are the benefits of filtering data? How do you apply an automatic filter.
What is the difference between auto and standard filters?

How do you define headers and footers in Calc?

How do you print something displaying the name of the row header and column header?
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Q= Exercises

Practices the following exercises:
1.

A TS

Create a data table as follows.

Sort the names of employees in ascending order.

Sort the gender and salary fields in ascending order.

Use automatic filters to filter out female and male computer instructors.

Use standardization to recruit male computer instructors with a salary of more than $

200.

Get a female employee born in Phnom Penh with a salary of less than $ 150.

A B c | D [ E F
o =)

1 BRI BHILH

2 | A QU 358 €33N grignfwin | Eoivging
3 | 009 [ink (M ai o [(afngd S0 $250.00
4 | oow [mhigs: u Lajﬁnjéa Rmas $200.00
5 | oom [ing & e ﬁMiTstﬁ: At $150.00
6 | 0oc |mi agm (0 [FOMStE hegJunt $150.00
7 | oo |djw e U |gREgn RegJunt $100.00)
8 | 00® fieg)w inn g [gRban S0 6] $100.00
g | oo [fig ¢ v Efgd Aodgit $200.00)
10 | 006 [!8 i e L@ﬁmjéi fodimy $200.00)
11 | 00& |a48 eng u Ijﬁﬁ'j;ﬂ'ﬁ sl R $50.00
12 | 090 |gnty g U |gredans fng $50.00
13 [ 099 fif] ;is o [(aHbE A FEUM U $200.00)
14 | 09w it vun LI fondimy $200.00)
15 [ 09m [tfis aysth U pHinge fodimy $200.00)
16 | 09¢ (18 fgmn v |gmingns S0 $50.00
17 | o9e |mit fgn o ([RHIE A6 60 $200.00)
18 | 099 |agh 16U v |gmingns S0 $200.00)
19 [ 090 |ang e 0o |aieds RegJunt $50.00
20 | o9 finfy fuls v |efeds heg)unts $50.00
21 | 098 |aya R B [(arbiga WSALEEN i $200.00
22 | owo [ist fiedy v fEfd LML $450.001
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Lesson 16 Introduction to OpenOffice.org Impress

I. Opening OpenOffice.org Impress Program

Impress is OpenOftice.org’s slide show (presentations) program. You can create slides that
contain many different elements, including text, bulleted and numbered lists, tables, charts, clip art,
and a wide range of graphic objects. Impress includes a spelling checker, a thesaurus, prepackaged
text styles, and attractive background styles.

To open an Impress program, you can follow the steps below:
» Click Start button

» Choose All Programs

» Choose OpenOffice.org 4

» Choose OpenOffice.org Impress

I1. Creating a New Presentation

When you create a presentation, you can select the type of presentation, such as a blank
presentation or an existing presentation template for your slides.

1. Creating an Empty Presentation

You can create a presentation that has L Z . ME
nothing on it. This just means you are starting
from an empty slide. When you first open the o
Impress, you will see a display wizard box
appear as shown on the right:

Enmisp@lEa g

e Select a category, Empty Presentation

7] Bumys

e Click the Create button oo
2. Opening Presentation from a Template —— : ‘o’
Create slides based on existing templates in this —[séemmngmeessie s =)
Impress. / /
How to apply: -
» Choose From Template T
AP
» Select an existing template type T
» Select the presentation format of the mwe &
selected template
» Click Create button S
[ fuip gynigwmis:gars]
dgts H miud s 0 > ﬂ 5 D
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3. Opening an Existing Presentation

You can open a previously saved presentation for further use or editing via the Presentation
Wizard dialog below.

gndgwamisng =
‘]
‘l‘ » Select the name of a file you have recently
I e opened, or click the Open button to select the file
soifss b you want to open from your computer.
b » Click the Create button.
Openofice.org Impress
Tgnuzuin (RAJERET yid 2 Bafign
Session22-final m\d‘fm 2%3«*:-« [N 4 ;@i
@ iéruthys
[ Auinmyregwmirsigais]a
— T~
5w ] i imiuh PU— - ‘“’
ITI. Main Impress Window
':o #aGanari 2 - OpenOffice.org Impress [ESREE)
anani  inesggs g s {sagaL aumiAn  wmibags upe dgts
RN N==Y Ba $E ie} @ hE-® I OR O, .
@A ug [<] [ooon 2] [ 2 oo e [ &g Line bars and fillers
Show bar g
b X ||sgm [gmn 6mﬁ|gmm:n‘g suninang|uants ‘ mifig :LURY
1 o0 i2utgubanite e . - i :Z:m‘
FEP 1 u a =
Gumnuipmant =
— Y
= 66 IHYjulguHaUe If = =1
anUiuant] AR ENURUAIRD
D‘mmmnn . { -
b GRININASS...
. — y N pdufmgwm;nngm
Drawing bar B/ »EOT ¢ -9 @ w B P A L/ DRE Sbs-O- "
|+ 4787470 ogox000 | oo /1| cisiils [@—e———@ | 42%

IV. Discover Slide Layouts

On the right side of the program window, you see a task pane containing a layout tab
with multiple slide layouts for you to choose from to create slides for your presentation.
1. Slide layout selection
You can select a slide layout e Jn o g | somsmgons mbg g -

with a title and an existing text box for
you to enter text

T 2 B 4 B BT 881011 12 13014 16 16 17018013 120 1 211 22+ 23 1 24+ 25 1 26 27 2B | b BilisE

< gh

il

How to apply:

» Select the Layout tab in the tasks
pane
» Control the mouse pointer, click on

. . 5o ISdiuisvHaU S
any slide you like ‘ HUIRDHR

4112071818117 1815 T T 098] T B s g1
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Khmer OS System B 18 B u g g. Y

. .
4. Renaming Fonts and Sizes

Example: KhmerOS Moul Light

2. Inserting Text in Slides

After selecting a slide layout, you can insert text into the slide by simply clicking the mouse

pointer on the desired text box and inserting textual content into it. For example:

1 IHUAN UMY

GG IRYjUIguHAUS

b

You can format the text you have entered into various formats using the icons on the
format bar as follows:

3. Discover the Text Formatting Bar

[id
[l
1]

E1L = KX Al E A-

-

e Select the text whose font you want to B LN S LM U

1

e Click the arrow next to the Font Name icon on the formatting bar.

e Choose a preferred Font name | == dfe _HugUm=(=j=m[T =
X | |sgm e | Sani &Y&W snyrinﬁnﬁ]mgm

. iz

o Right-click the font size and select 48 SHBRNBRING

5. Text Formatting and Paragraph Alignment

To modify the font effect, you need to apply the ;= “ETFu

= = = |[ 7|9 |:= A, o iw A
fOHOWll’lg. wEM o Gani | ghimegy /{ﬁmhﬁmsjmgm
>
Se'lect the tex.t you want to format HBRNIBRINING
» Click on the icon on the format bar, such as: 8
e Bold icon 8| : For bolding text. If you ,{,o - 5
want to remove the bold text, you need to %ﬁﬁfsﬁ.ﬁﬂfiﬁ] 1821
click on the bold icon again. : ngigmitmaits
e Italic icon|? ] : For italics. If you want to gsGnnn
remove the italics, you must click on the FFes
italics icon again. '
e Underline icon | : For underlining the

selected text. Click this icon again to
undo the bottom line.

e Left align icon : For aligning text in the text box.
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6. Bullet and Numbering

You can click on Icon ‘= Bullet and Numbering
on the formatting bar to place bullets and numbering.
How to apply:

» Place the cursor on the text that you want to
place bullet or number, or select the
paragraph where you want to place them

» Click on Bullet and Numbering

You can use the Tab key to move
ahead of the dot, but place the
cursor at the beginning of the line.

>
g
.
Y

How to apply-te change bullet type or numbering:

» Place the cursor in the text you want to change the

point type
» Click on the icon ¥t Bullet and Numbering
on the bullets and numbering bar

SHBRNIBRIAMNNS

zﬁﬁ?ﬁﬁﬂﬁiﬁ] Fo1ige

> ngiEmitmaity

@ v|[d[glum(=lz== _.TT‘L Ay ol i A -
BEM ma Gan | phimigy | guRiin ARE|A W /fsc/lﬁﬁﬁnpﬁ
1]
SHVBRY BRI
2] «

[] e [EFL A B=== @ = KX A af]a-

Lm_m syma [oni | giming | sunsinngusae mifig
foga Reawsside 3
d0pc |pmujn [#xin | ymutaay l
aigfn

. ° . u ‘
|
|
* [ ] * | |
|
i v e
|
|
> > X v |
> > X v ‘
> > X v L
wigs [ J[ s [Aennisiote "‘

V. Inserting a New Slide
To insert a new slide, follow these steps:
» Choose Insert menu -> Slide ...

» Or right-click a slide in the slide pane -> Select a new

slide

VI. Full-screen Slideshow
To show a full-screen slide, do the following:

» Click on the icon Slideshow on the display bar

» Or select Menu Slide Show -> Slide Show
Or press the F5 or F9 on the keyboard.

I AN

— | M@ issants
B yoagw
[ Srehigh A AN

PEeE anfgts

o6 ma

Es ogh

B Ssqt

165



uyoutube.com/moeyscambodia L&) sala.moeys.gov.kh Ot.me/moeysnews

Lesson 16 Introduction to OpenOffice.org

Part 1: ICT Basic

¥
g
2y

Press the Esc key to exit the full-screen slide show.

VII. Closing the Presentation File

How to apply:
» Choose File menu -> Close
Close the file using the shortcut keys:
» Press Ctrl + W
» Press Ctrl + F4 q

ananigars: »

gndgusag »

inpgn

B npsnm.. Ctrl+Shift+S
INNEAGINNAT
%‘ml;jn?m
VIII. Closing the Program
To close Impress, you need to:
» Choose File menu -> Exit. Or click the Close button
B, o iy g g
T ontheditiebar 5@ 2% @,
Use shortcut keys: L oo Ell:l e
» Press (Alt) + F4 -
» Press (Ctrl) + Q anus aing
p Seiry
nirda S
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B8 EE Summary )
e Impress is OpenOffice.org’s slide show (presentations) program. You can create slides that
contain many different elements, including text, bulleted and numbered lists, tables, charts,
clip art, and a wide range of graphic objects. Impress includes a spelling checker, a
thesaurus, prepackaged text styles, and attractive background styles.
_

i

L |

What is the Impress program (OpenOffice.org Impress)?
Describe how to insert a new slide.

How do we show a full-screen slide show?

How do we get out of a slide show?
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Q= Exercises
In the classroom, you need to create a presentation consisting of five slides that

introduce yourself and your future goals.
1. Open the Impress program (OpenOffice.org Impress)

2. Create a slide and set the format as follows:

STV GITIIUS SIS

4 o ) [ B s
BSOS HH VAT G
14

+ shssn:dniga damsien

o GAMWN gAnatgafnj i

+ siimsmAtsgas ”

+ shwmsgnsil: g:ign Sajpanitns

N/ N

>

S SvgSImAE

¢ S{fnrds apduinta SudnAymw
¢ GIUNFIY[RN ININGIES G

o imimiGadnty

¢ U ANAUEN S

RIFGSIFHG

o msreg)ital Shugigaiunam Sy

* fiqppoiphivigursigs urslinuérss
¢ GWAGMIENATIY

e iffgmiananiiuipindg;

o wyita uSRAfIsTinudswrigyw

¢ JwagUEAEls Shntmssgag

SRIGHOIT

e siEsiAs{mm
= e Smn:fnmignjeoyfdsmo
MANGMS
* INUHANTNE AU A
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Objectives:

In this lesson you will be able to create slides that can add animation
to objects or text and can use the Writer program
to do the following:

L.
IL.
I1I.
IV.
V.
VI

Copy, Cut and Past

Rename Slides, Delete Slides

Hide Slide Show

Insert, Edit, Move, Resize Text Boxes

Insert Shape Automatically

Add, Change, Remove, Animate Objects or Text in Slides
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Lesson 17 Drawing Object and Animation

I. Copy, Cut, and Past
Copying, cutting, and pasting slides are the same as any other program. Copying and
cutting is one way to get more new slides with the same format and style.

1. Copy Slides

If you want an identical slide, you do not need to redesign
it. You can just copy it. The original slide you copied will not be
lost or modified after copying.

How to copy a slide:
» Right-click on any slide you want to copy.
» Choose Copy

Sranith AS s s

After copying, you need to paste the slides to show the slides anfingts

you copied. ﬁ

fnus *|| |sga [igmn

N > How to paste a copied slide:
> Right-click on any slide you want to copy.
> Choose Paste

DOLIL

TTELAN ALt

BRI AN,

K1
yaanw

Note . If you want to copy multiple slides, you must
first select those slides. Hold down the Shift

SN AT YT AN

2 o =

e ""'f’ Z  key to select multiple slides in a row. Or hold
down the Ctrl key to select multiple separate
slides.

2. Cut Slides

You can cut slides from one presentation file to another. But if you do not have to cut the
slides from one place to another in the same document, you can move it by holding down the
slide and dragging it to another location.

How to cut slides:

» Cutting a slide is the same as copying one. Right-click on the slide you want to cut —
choose Cut

After cutting, you’ll notice that the cut slide disappears, so you can retrieve or show the cut
slide again by pasting it in the same way as copying it.
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II. Rename Slides
By default, each slide in the slide panel is like Slides ||aw % | [sem o |6 | gormzay
1 and 2 ... You can rename these slides.

To rename a slide, do the following:

» Right-click on any slide you want to rename.
» Choose Rename Slide

> You will then see a box Rename Slide as shown
below:

rgsmi_n:@m =™

e,

Sranigh RSt
coegs ‘
. (@) )
(&) 7 4 ‘@ -w- @

, ma

K1
BELUEY

&
By wwn
&

5 Geat

> Enter the name of the new slide you want to put in the Name box.
» Click Ok

I1I. Delete Slides
To delete a slide, follow these steps:

» Select the slide you want to delete
» Right-click the slide you want to delete — Choose

Delete
I frefhign Asggi ans
Note: To return immediately after deletion, T | W ot
= 7, you can select the Edit menu — Undo ® ma
M or press the shortcut key + Z M

IV. Hide Slide Show
Hiding a slide hides the display only when you show the slide in Full-screen mode. It
does not make this slide disappear.
How to hide a slide:
> Select the slide you want to hide from the display
» Right-click on the selected slide — Choose Hide Slide.

V. Using the Text Box

1. Inserting text boxes in slides

You can insert text anywhere in the slide using

the Text icon on the drawing bar. i S E@ T "O - -

> Click on Text T

» Hover over the slide at the point where you want to insert text —Then, left-click and
drag to the desired size.

Example . Create a text box and enter text like this: >> @ mInaRYIGAN SImAanis) s
Z, 17 Z
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2. Text Editing and Formatting
You can edit and resize text in text boxes contained in slides, such as renaming fonts,
resizing fonts changing the color, and so on.
How to edit the text in a text box:
» Double-click the text box you want to edit— Use the arrow keys to move the cursor to
the position you want to edit — Then make adjustments suiting your needs.

g

u} (=77 £

éfg ! yififnjsmanigi

BINRMAYTE,

b

gimanigy

g \\\\&\\ 3
\\%\\\\

Do
o Nt

=

3. Moving Text Boxes

You have already learned about moving a drawing object or text box in OpenOffice.org
Writer. This lesson will remind you

again about moving the text box by = s , ®
doing the following: zsﬂﬁnﬁp"ﬁnﬁm PRI AJFMANIET «

» Click the text box and then
hover the mouse pointer : i
over the edge of the text box e :
until it displays four front

arrow keys. %
» Hold down the mouse and drag this text box to the desired location.

4. Resizing Text Boxes
To resize a text box, follow these steps:

» Click on the text box you want to resize OO, BT

» Place the mouse pointer over any of the
handles on the text box until the mouse pointer
becomes a double-faced arrow, as shown in the
image on the right

» Hold down the mouse and drag the text box to the size you want.

VL. Insert Shape Automatically or Draw Objects
You’ve already learned from this Writer about automatic shapes or drawmg objects. You
can use drawing objects to design a |> | = @duheime @) g 9s

presentation or create various graphic & @ 8 () C )
formats as needed. o {3 S =

v <

There are many types of

drawing objects that you can use on Brr=e
the drawing bar. Some drawing objects you notice have an arrow to the rlght of it, and when
you click on this arrow, it will show many other sets of drawing objects.

v Q BlM -
nbssnmgn v X

-o-)?@t
@@@LJL J
G(:Ea8¢
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You can define the lines and other fillings of the drawing objects you have drawn as
follows:

\\\\\\I I I/,//

*

uma Samidinm

v X

My,
e
T

@
=
it
i
|
E
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Ed
[
fg‘
2
[ |
5
g
15
g
2
<]
9
©
2
[« ]
E
&,
[
\\!

AW,
I

- /’ You can insert text in an AutoFormat or drawing object by double-clicking the
t\"ﬁ/‘ drawing object.

Or ... select the drawing object and press the Enter key.

VII. Adding Animation to an Object or Text

You can add animations to objects or text in your slides. The Impress program offers a
variety of animations for you to choose from.

How to apply animation to an object in a slide:
» Select the object or text that you want to animate. If you want to add animation to

multiple objects or text, select them by holding down the Shift key and the mouse
pointer on the object to be selected.

» Choose Slide Show Menu - Custom Animation
Or click the Custom Animation tab in the task panel
» Click the Add button in the Custom Animation tab. You will then see a box appear as

follows:
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In the Custom Animation dialog
» Choose your favorite type of movement. E.g., Fly-In
» Click OK button

1. Animation Change

To change the animation of an added object or text, do the following:

> Select the animated object or text you want to change or modify
» Click the Change button in the Custom Animation tab

mifig 16 - x
~ || b édary
b yd
b IBRAMND...
v GRSINASSS...
e -
GRINNNES ‘ =] infjuivuics
i6nGs lmimgﬁ |mm |gsnmm | fuuinsjng ‘
n:mn-‘}mqn -
1 GIgTa
a5 n P
ivuics ann
HT
fmigstla oiife
mifenscnm
nagn AN asHiH
. |
fggrmardiand e o
igjipognts ingj|= -
K - B
HIRAgl

You can select different animation types from the Fly-In or Fly-out or Exit tab or animation
paths in the Custom animation dialog:

> Click the OK button.

2. Removing Animated Objects or Text v GRIMthige
To remove an object or text animation, follow infﬁiinﬁiﬁ;
these steps: i :
> Select the object or text you want to animate [ RS- l l Mg l

» Click the Remove button in the Custom WRIGH él
Animation tab
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Questions

1. Do you need to cut slides from one place to another in the same document? Why
or why not?

2. Explain how to rename, delete, and hide slides.

Why is the slide hidden?

4. Explain how to add animations, change animations, and remove animations from
an object.

(98]

Qs Exerciseg

In the classroom, you are required to present your favorite hobby and the reasons it is
your favorite one to all your classmates.

1. Opening of Impress

2. Create a slide with the following format:

2] Impress 2.0dp - OpenOffice.org Impress =
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3. Fill in the blanks (....) of your information.
4. Apply Fly-in animation.
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Lesson 18 Table and Transition

I. Sliding Background Color
You can apply various slide colors in the show, such as gradients, stripes, and images.

How to apply a color to a slide:

dlugetls X

» Select the slide you want to
color the background of

§6i igmargms

dinm Ggsuige
» Choose Menu Format -> Pages g BT
» Select the Background tab e .
i
» Select the filling you prefer —
E.g., Gradient LU
X B BEELT N
» Choose a preferred gradient - s
. | - B
» Click the OK button I s oiiunn
0 scpngsiom prosi
[ ] A
Aonssas u B sl rosanwiunn
W nnngaid issging)iann .

0 Annaig A wiAG§ i 2
-

[ms/mm” is ]

| was{ng H miuh ‘ gty Hr’mnﬁls‘jh?m

v" Click the Yes button: The selected color will apply to all slides.
v" Click the No button: The selected color will only apply to your selected slide.

B ev=Sanis®s 1- OpenOffice Impress
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I1. Learn About Each Tab of the Slide Show View
When you open an exhibition program, you’ll notice a slide show in the middle of the
program window with five tabs: simple outline, layout, print, and slide sorting tool.

Learn about each of the following aspects:

e Normal: The most frequently used important aspects for designing slides, formatting,
inserting text, inserting animations, inserting charts, and so on.
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sg@ jpn dand ghiming  sunidamE| s

e Outline: A view for displaying the title of each slide and the outline of the lesson you
created.
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e Print Layout: To determine the number of slides to be printed per page, in the
settings, you can set 1, 2, 3, 4, and 6 slides.
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o Slide Sorter: A view where you can change the position of the slides you want to sort.

|ﬁ§m “ AT "rsn.rn " giimn:ng (RuAiAnaigg|vants b

1 (EGHS0s RS 2 GRS SRS 3 REGEhE

[+ goBajuigaymb

go iBupigadnus 9o 1Bty

176



Lesson 18 Table and Transition

Part 1: ICT Basic

II1. Slide Transition

Slide transition is the movement of a slide that must be moved
from one slide to another. By default, slides do not move. Therefore,
to animate or set the slide transition, you need to do the following:

» Chose Menu Slide — Slide transition

Note To undo a slide transition, you need to:
-7 . .
4 > Select the slide that defines the transition

> Select No Transitions in the Slide
Transitions tab.

In the Transitions Slide tab, you can modify the transitions as

follows:

e Speed: Set the speed at which the slide moves.
e Sound: Set the sound when the slide moves.
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On the forward slide, you can set the slide transition movement forward to practice:

e Mouse click: The slide transition will go forward
when you click the mouse or click Enter

e Automatic play: You can set the number of seconds
for the slide to move forward automatically

You can then try pressing the slide transitions button:

according to the set number of minutes. 1ims

anusisiys

G

9 INMGEANNI
:

NSRS {UTR Ui

e Apply to all slides button: to apply slide transitions ‘ sgigieinnuscinnng ’
selected to all slides in the document.
. . .. . ‘ s ‘ ‘ T ANLS ‘
e Play Button: View the slide transitions in the Show

Program window for a slide show.

e Slide show button: For a slide show, see the
transitions in full screen.
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s
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the slide.

For animated slides, the observer sees a sign at the bottom of |[apw
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IV. Inserting Tables in Slides

We can also insert a simple table in the slide in case we want to use data or organize
information as a Table structure in slides. For regular tables, you
can enter this way faster than through spreadsheets. '
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How to apply a table insert - ’E ;
» Chose Menu insert — table IR —
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> Determines the number of columns and the number of
rows to insert
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» Click the OK button, and you will see an empty table
created as follows:

ARANI .
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~ Questions

When a slide pane does not appear in the slide show, what do you do to show it?

. What is the function of each tab of the slide show?

3. Describe how to assign a slide transition to an object. How do you get rid of slide
transitions?

4. How do you insert a table with 3 columns and 5 rows in a slide?

Qa Exercises

You will be required to create a presentation on your first-semester transcript report
for three major subjects (Mathematics, Khmer, and Physics) for all the students in your
class.

N —

1. Open the Impress

2. Create a slide with the following format by inserting the following spreadsheet:
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3. Animate the slide title (move it at any pace you like).
4. Set the slide transition to “split vertically”. Set the “fast” speed and the “beam” sound
and set the slide to 5 seconds automatically.

5. Give this presentation to your classmates.
6. Save this presentation as “First Semester Grade 10A Results” in your folder.
7. Close the application.
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Introduction:

Each day millions of people use the Internet and the World Wide Web at work, at home, and while
traveling. Anyone with access to the Internet can connect to and communicate with other Internet
users anywhere in the world. At the end of this lesson, you will be able to:

v" Define the Internet and the Web.
v’ Categorize websites
v" Define data usage and how it is calculated

When you have finished this lesson, you will have learned:

I.  Information Regarding the Internet and the Web
II.  Connecting to the Internet
III.  Downloading and Uploading Data
IV.  Categorizing Websites
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Lesson 19 Introduction to the Internet
I. Definition of the Internet and the Web

Many people use the terms Internet and Web interchangeably. In reality, they are not
the same. The Internet can exist without the Web, but the Web cannot exist without the Internet.
The Internet (often referred to as the Net) is a huge global interconnection of computer networks
worldwide. The World Wide Web (often referred to as the Web and abbreviated as WWW or
W3) is a worldwide collection of interconnected documents (Web pages) and other resources.

1. Web Site

A Website is a Web page, or a collection of related Web pages located on the Web. The pages
within the Web site can contain text, images, and multimedia elements such as audio, video,
and animation. Hyperlinks (often referred to as links) are an essential part of the Web because
they automatically connect you to another part of the same Web page or another Web page. A
Web page link can be a word, a phrase, or a graphic.

2. Web Page

A web page is a document, commonly written in HTML, that is viewed in an Internet browser.
A web page can be accessed by entering a URL address into a browser’s address bar. A web
page may contain text, graphics, and hyperlinks to other web pages and files.

A web page is often used to provide information to viewers, including pictures or videos
to help illustrate important topics. A web page may also be used as a method to sell products or
services to viewers. Multiple web pages make up a website, like our Computer Hope website.

3. Home Page
A home page is the main web page of a website. The term may also refer to the start page shown
in a web browser when the application first opens.

4. Hypertext Mark-up Language (HTML)

HTML is the main mark-up language used to create Web pages. HTML defines the format and
layout of a Web document. Just as most filenames include an extension to identify that file type
(such as .docx for a Word document or .jpg for a graphical file), the Web page file often consists
of a file extension to indicate the file type. For example, the extension may be .html or .shtml.
SHTML is an HTML file that includes special commands for the server to process.

5. Hyperlink

Alternatively referred to as a link and web link, a hyperlink is an icon, graphic, or text that links
to another file or object. The World Wide Web comprises hyperlinks linking trillions of pages
and files to one another. Hyperlinks allow web pages to connect to other web pages. Without
them, you would need to know the URL (Uniform Resource Locator) for every page on the
Internet. For example, you likely got to this page from a hyperlink and didn’t type
“https://elearning.moeys.gov.kh/course/view.php?id=122" into your browser address bar.

6. URL

The Uniform Resource Locator (URL) (often referred to as a Web address) identifies the unique
IP address. URL addresses are presented in alphanumeric form because it describes the resource
and makes it easier to remember (such as https://elearning.moeys.gov.kh). However, the URL
is a set of four numbers separated by periods (such as 212.987.12.3), and the Domain Name
System (DNS) translates the alphanumerical address to a numeric address.
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7. Domain

A domain is a group of computers and devices on a network that are administered as a unit with
common rules and procedures. All devices sharing a common part of the IP address are said to
be in the same domain. The domain name provides an online identity (such as an organization
or company name). If your Web site has lots information to organize, you can create a
subdomain, a domain that is part of a larger domain and dependent on the larger domain. A
subdomain is like a folder under your root directory.

Every Web site domain name also ends with a two- or three-letter extension that
identifies the domain type or country of origin. There are various domain types, and each type
has its own basic rules, such as the type of characters and the minimum and the maximum
number of characters. Some of the most common domain types are described in the Table
below:

Extension Description of Domain Type

.com Commercial; associated with
business/commercial and personal Web
sites; most popular

.edu Education; associated with educational
institutions

.gov Government

.info Information; both commercial and

personal sites; unrestricted domain

.net Network; initially intended to be used only
for network providers; recommended for
companies involved in Internet
infrastructure; widely used.

.0rg Organization; mostly associated with non-
profit organizations

Domain types and extensions are also assigned to a specific country. For example,
Cambodia uses .kh, and Korea uses .kr, Japan uses .jp, and Thailand uses .th. Accredited
registrars manage the registrations of domain names. Once the domain name is registered, a
Web hosting service makes the Web site accessible via the WWW.

A URL always includes a protocol, the domain name, and the domain type or a country
code. As shown in the Figure below, after the single forward slash /, the URL may also include
a resource ID that provides the file’s name and any directories or subdirectories under which
the file is stored on the specified computer. The domain name is the most easily recognized part
of the URL.
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Domain Domain
Protocol name type File type

’F{tp://www.usa.gov/Citizen/Topics/PuincSafety/Safety.shtmI

© 2015 Cengage Learning Site map

8. Web Browser

A Web Browser is a software application you use to view and retrieve documents from the
Web and to display the documents in a readable format. Browser software (such as Microsoft
Internet Explorer, Safari, Google Chrome, and Mozilla Firefox) sends a message to a Web
server to retrieve a requested Web page. For example, when you enter a URL in your browser,
you send an HTTP command to the Web server to tell it to locate and transmit the requested
Web page. The browser then extracts the HTML code to display the page.

I1. Connecting to the Internet

In homes, the common methods of Internet access include dial-up, broadband, satellite, 3G/4G
technology for cell phones and Wi-Fi. Wi-Fi uses radio waves to provide wireless high-speed
Internet and network connections. When you are away from the office or home, you can use
Wi-Fi hotspots to connect to the Internet. A hotspot provides Wi-Fi network access (usually
Internet access) to a small area for wireless-enabled devices such as laptops, tablets, and
smartphones.

1. SPI (Internet Service Provider)

An Internet service provider (ISP) is an organization or company that provides connectivity to
the Internet through a telecommunications line or wireless system. Its service is primarily to
provide a connection to the Internet. Different types of Internet connections provide a range of
options. Be prepared to balance the features you want, such as connection speed and reliability,
with the cost and availability of the options. For example, a dial-up connection is the least
expensive type of Internet connection, but it is also the slowest. Broadband connections such
as cable modems and digital subscriber lines (DSL) offer a high bandwidth, which refers to the
amount of data that can be transmitted. Broadband connections can transmit multiple
information channels over a single link, carrying video, voice, and computer data
simultaneously and much faster.

After contracting an ISP, you must install some telecommunications software. This
software enables your computer to connect to another computer. Your ISP or online service
company provides this software, or most likely, you will be able to use software already
installed on your computer. Most new computers are set up for a wireless connection.

2. Hotspot

Access to the hotspot services may be free to all, free to customers only, or fee-based. You may
need a password to complete the connection. A hotspot can be limited to a confined location,
such as a restaurant, or it can be more widespread and cover a large area, such as a school
campus.

Web browser
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IT1I. Web Browser

The web browser is an application software to explore the www (World Wide Web). It
provides an interface between the server and the client and requests from the server fer web
documents and services. It works as a compiler to render HTML, which is used to design a
webpage. Whenever we search for anything online, the browser loads a web page written in
HTML, including text, links, images, and other items such as style sheets and JavaScript
functions. Google Chrome, Microsoft Edge, Mozilla Firefox, and Safari are examples of web
browsers.

Some of the most-used web browsers are Google Chrome, Mozilla Firefox, Microsoft
Edge, Safari, etc.

Google Chrome is the world’s most used web browser. In 77% of devices, Google
Chrome is used. Google developed this browser in 2008 for Microsoft Windows. Later it was
used in macOS, Linux, Android, and iOS operating systems. It is a very reliable browser and is
available in 47 languages. The installation process of Google Chrome is very easy and free for
everyone.

Mozilla Firefox, also known as the Firefox browser, was developed by the Mozilla
Foundation and the Mozilla Corporation in 2002. It is available on Linux, Microsoft Windows,
Android, and i0S operating systems. In the Linux system, Mozilla Firefox is the default
installed browser.

IV. Downloading and Uploading Data

Many ISPs, especially for mobile devices, include a monthly data usage allowance, and
if you exceed the limit for your plan, you may pay an extra fee. Therefore, it is important that
you understand how data usage occurs and how it is calculated. Almost every time you access
the Internet, you will download (receive) or upload (send) data. When you browse the Internet,
visit a Web site, send text messages and email messages, and post pictures on social networks,
you are using data. Streaming is a technique for transferring data in a steady and continuous
stream so you can start displaying the data before the transmission is completed. For example,
you can start watching an online video before the entire file has been transmitted. Even though
the video file may not be stored on your computer, the data is still downloaded in some form.

The data is transmitted in packets, and the size of the packet is defined with the
following terms:

e bits: the smallest possible unit of information
e kilobit: 1,000 bits

e bytes: 8 bits

e kilobyte: 8 kilobits

e megabit: 1,000 kilobits

e megabytes—8 megabits

Bytes are capitalized when used in acronyms to distinguish them from bits since both
starts with the letter B. For example, Kb is kilobits, and KB is kilobytes. Mb is megabits, and
MB is megabytes. So, how big are the files typically accessed on the Internet? The following is
a list of commonly accessed files and a typical size for each. Of course, file sizes vary depending
on the amount of content, the format, the resolution, and the level of quality.

e 1 text email message ~ 75 KB
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e I-page PDF file ~ 948 KB

e Photo~ 1.5 MB

e Web page~ 1.5 MB

e 1 music track ~5 MB

¢ 30 minutes of gaming ~ 25-75 MB
e 10-minute video ~ 100-200 MB

Internet connection speeds are usually measured in seconds. Kbps (kilobits per second)
usually refers to dial-up and low-speed DSL connections. Mbps (megabits per second) is the
most common unit of speed used. Generally, ISP services offer different download and upload
speeds. For example, a service plan may offer a download speed of up to 30 Mbps and an upload
speed of 4 Mbps. There are differences in download and upload speeds because most Internet
connections are asymmetric, meaning the bandwidth capacity for downloading data differs
from the capacity for uploading data. For personal use, the average user downloads much more
than they upload, so the speed differences are acceptable. However, businesses often upload
significant amounts of data, so they subscribe to a higher-level service that speeds up faster
uploading.

Even if you have a high-speed Internet connection, there are times when the transmission
of data is very slow. Several factors reduce the speed of your Internet connection.

e As mentioned earlier, the connection type is a major factor.

e At peak times, popular Web sites can become overwhelmed with users. As more data is
requested and sent, more bandwidth is used simultaneously. Likewise, home networks
are often slow when multiple users are connected to the Internet using multiple
browsers. Network administrators for corporate networks monitor Internet use and try
to keep employees from downloading large files during peak hours.

e Wireless Internet connections can be slowed down because devices interfere with the
wireless signal. Household appliances such as microwaves, cable TV wires, or a
neighbor’s wireless network can interfere with your network signal.

e Internet speeds can also be slowed down because of outdated equipment or equipment
not configured properly for optimal performance.

V. Categorizing Web Sites

There is a vast amount of information available on the World Wide Web. Web sites can
be categorized, each with a different purpose and type of information. The following list
provides an overview of some types of Web sites available.

Commercial

Also known as an e-commerce site, a commercial site sells or promotes products or
services. Almost every business today has a commercial Web site. Many of these Web sites
also provide options to purchase products or services online.

Academic

Most educational facilities, elementary to university level and the public to private, have
a Web site. Most higher education Web sites provide online registration, courses, and other
options. Many research facilities and private and public companies also provide online training
for their employees.

Organizational
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Examples include Web sites of non-profit organizations such as zoos and advocacy groups such
as wildlife and clean air supporters.

Governmental

Most local, state, regional, and national governments have numerous Web sites. For instance,
a medium-sized city could have several Web sites for employment, news of the day, parks and
recreation, local services, utilities, visitor’s guide, customer service, and other public
announcement sites.

International

Internet marketing of a product or service sometimes requires that Web sites be hosted in other
countries. Each country has unique search engines which use different mathematical
algorithms. Web page text also needs to be translated into the country’s language. Values and
customs vary, so an effective Web site in one country may not work in other countries. Finally,
local agencies most likely have a better understanding of the population and search engine
optimization related to that population.

Search Sites

A search engine is a software program used for online searching. Hundreds of search engines
have been developed to find information on the Internet. Each search engine may work
differently, but most share common search features. For example, all search engines support
keyword searches.

Membership Sites

Some Web sites, such as those used for email services and e-commerce, require you to register
before access to the Web site is allowed. Then to access restricted content or use the services,
you must enter a user ID and a password. When you see the letter “S” after “HTTP” in the URL,
it confirms that it is a secure Web site. Verifying that the Web address begins with https://
before entering personal information would be best.

Online applications: Also known as Web apps, these online applications host programs you can
access with your Web browser. When using a Web app, the browser functions as a client. You
interact with the software through your browser. Some applications allow you to store data on
your local computer, while others store your data and information on its servers. The Cloud is
a good example. You can create documents online, edit the documents from anywhere, and
share your documents in real-time for no charge.

Portal

A portal is a Web site that features useful content but also contains links to other sites.
You can use a portal as your home page. For example, MSN.com is a portal that includes links
to Web sites for news, sports, entertainment, the Bing search engine, etc.

Geographic imaging: Mapping and geographic imaging Web sites use technology to change the
imagery of the Earth’s surface into valuable information. This information is used by
geographical information systems (GIS) to capture, store, analyze, and manage images. Google
Earth is one example of this type of Web site.

Wiki
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A wiki is a collaborative Web site that people can use to add, edit, remove, and organize Web
page content. Wikipedia is a popular online wiki.

VI. Addressing Web Site Issues
The Internet and browsers aren’t without their problems. Web sites might not be
displayed for several reasons.

When you enter a Web site address and receive a “Page not found” message, the Web
site might display a “404 error,” which you receive because a) the page was moved, b) an old
index is still maintained in a search engine, or ¢) you made a typing error when entering the
Web site address. Sometimes, the Web site is temporarily unavailable because the server is
offline or the site is being updated.

A Web page may load slowly because of heavy server traffic or because the page may
contain a large number of images. A garbled or offset page could result from several issues,
such as the rendering technique used by the browser. If you are using a recent browser, such
as Internet Explorer 11, you can use the Compatibility View command to try to display the
Web page using older settings.

Pop-up ads can also be an annoyance. Advertisers place these ads on Web sites and
they pop up in the middle of a page to call attention to its content. Internet Explorer contains a
pop-up blocker that limits most pop-ups. By default, the pop-up blocker is enabled. You can
customize the settings to allow pop-ups from specific Web sites.

Internet security is essential. Each time you connect to the Internet, there is the risk of
unauthorized parties accessing sensitive resources. And you are vulnerable to viruses and
other malicious code. If a password does not protect a wireless connection, anyone with a
wireless router and within the range of the signal can use the connection to browse the
Internet. However, you might be sharing much more than Internet access. Once they access
your wireless connection, they can also access your data. Encryption methods used by routers
protect against unauthorized access. Older devices might be programmed to connect using
WEP (Wired Equivalent Privacy Protocol). Still, newer devices are likely programmed to use
WPA (Wi-Fi Protected Access) or WPA-2, improved encryption methods.

Other forms of security management are gateways and firewalls. A gateway is a
computer or dedicated hardware device that connects a LAN (Local Area Network) to another
network, typically the Internet or a WAN (Wide Area Network). A firewall blocks
unauthorized network access within its LAN or to and from the WAN. Network
administrators and information security experts configure the firewall to ensure that only
authorized protocols, applications, users, etc., are allowed access to critical data within the
network. Antivirus apps help protect against viruses, and antimalware apps help protect
against malware. All of these functions need to work together for optimal performance and
security.

Some antivirus software programs include firewall protection. You need only one
firewall app running on your PC. Windows Firewall comes with Windows, and it is turned on
by default. It would be best to turn Windows Firewall off only if another firewall is turned on.

To customize the settings for compatibility viewing, blocking pop-ups, and turning on
the firewall, you must switch to Desktop or Private modes.
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VII. Get Started with Chrome Browser

v

SE KR TR K B

e e & New Tab X 4+

c G Search Google or type a URL

!, Cyber For KOREA... By Google Translate @ PREY VENG FOOT... Vector Icons and... (53 Design [ Howto Geek [5 ICT Ethics

Gmail Images  ::% é

Q_  Search Google or type a URL

Add shortcut

(-

1. Search in Chrome

Use the address bar like a search box to look for content. You can also search for a specific

word or phrase on a web page.
A. Search the web:

e Open Chrome browser and enter your search in the address bar.
e Click a result or press Enter.

B. Search a web page:

e Open a webpage in Chrome browser.
e At the top right, click More and then Find. Or, use the keyboard shortcut Ctrl + f

(Windows, Linux, and Chrome OS) or 38 + f (Mac).
e At the top right, in the search bar, enter your search term.
e Press Enter. Matches are highlighted on the page.

0 (— )

2. Open New Tabs or Windows
¢ In the Chrome browser, at the top right, click More and then New Tab or New

Window.
e (Optional) To move a tab:

N\
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e Drag it outside the existing window or into a new window.
e Drag it to a different position in the window.

—~

3. Using Apps
You can run Google Workspace apps from the Chrome browser, such as Google Docs,
Sheets, and Slides.

e Open an app:

e In Chrome browser, open a new tab.

e Choose an option:

o At the top right, click the App Launcher i and then click the app you want to open.

e In the address bar, enter chrome://apps and press Enter. Then, click the app you want
to open.

chrome://apps

MG DR
Bea
ENs=

4. Downloading Files

To save a file or image on your computer or device, download it. The file saves in your
default download location.

e In the Chrome browser, go to the webpage where you want to download the file.
e For most files, click the download link or right-click the file and select Save as.
e Sometimes, how you save a file depends on the file type:

= Images—Right-click the image and select Save Image As.

= Videos—Point to the video. Click Download ¥ . If this action isn’t available,
the video’s owner or hosting site doesn’t allow downloads.
= PDFs—Right-click the file and select Save Link As.

>

=  Webpages—At the top right, click More * More Tools ? Save Page As.

e Downloads appear at the bottom of the Chrome browser window. Click the download
to open it.
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e (Optional) To find a downloaded file on your computer, click the Down arrow ’

Show in Folder or More ? Show in Finder, next to the filename. You can also see
downloaded files on your Downloads page.

Show in finder

V4 v

W

5. Printing Files
You can print from your computer or mobile device with the Chrome browser.

e In Chrome browser, open the page, image, or file you want to print.
e Choose an option:

* On a computer—Click More -> Print. Or, use the keyboard
shortcut Ctrl + p (Windows & Linux) or 38 + p (Mac).
* On a mobile device—Click More->Share->Print.

e Select the destination and change any print settings you want.
e Click Print.

Print
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—

BE Summary ~

The Internet, the World Wide Web, and Web browsers have their terminology.
There are several methods for connecting to the Internet, and different types of
Internet connections provide a range of (range of what?)

Almost every time you access the Internet, you are using data. The data is transmitted
in packets, and the size of the packet is defined in bits and bytes.

Websites can be organized into categories, each with a different purpose and type of
information.

Once you connect to the Internet, you need a Web browser to display Web pages.
Basic elements exist in all browsers, and most browsers use universal symbols.

A browser tracks websites you have visited and temporarily stores data you access
on the Web.

Internet security is essential. Each time you connect to the Internet, there is the risk

of unauthorized parties accessing sensitive resources.

U S

.'.' Questions

What is the Internet? What are the differences between the Internet and the Web?
What is a Website, Webpage, Home Page, and URL?

What is the extension’s purpose for a website’s domain name?

What domain type is associated with commercial/business Websites?

What is the purpose of a wiki website?
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Ca Exercises

—~
1. Discover content on the internet.

a. Open web browser

b. Go to eleaning.moyes.gov.kh

c. Navigate this website.

d. Describe what contents are on this website. Tell your class.

e. Download any content related to your subject.

—
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Lesson 20 Using Email
I. Introduction to Email

Email (Electronic mail) is a way to send and receive messages across the Internet.
It’s similar to traditional mail but has some key differences. To better understand what Email
is all about, look at the infographic below and consider how you might benefit from its use.

Traditional Mail vs Email

Address

Email addresses are always
written in a standard
format, but they look
quite different from

traditional mail.

Traditional mail is
addressed with the

recipient's name, street
address, city, state or \
province, and zip code.

For example, it will /

usually look something
like this:

An email address includes
ausername, the @ (at)
symbol, and the email

provider's domain.

— Usernames often include

Elena M. Casarosa numbers and shortened
202 Cedar Lane versions of aname to
Raleigh, NC 27601 create a unique email

address, and will usually
look something like this:

emcasarosa82@gmail.com

Delivery

Traditional mail ina
sealed envelope or
package is delivered to a
home or post office box
by a mail carrier.

Email is delivered
electronically across the
Internet. It is received by

the inbox of an email

service provider like
Gmail, Yahoo, or
/ Outlook.

Traditional mail delivery
could take anywhere
between a couple of

days, to a couple of
weeks, depending on
where it's being sent.

Email is delivered
instantly, or usually
within a few minutes.

2. Understanding Email Addresses

To receive Emails, you will need an Email account and an Email address. Also, if
you want to send Emails to other people, you will need to obtain their Email addresses. It’s
important to learn how to write Email addresses correctly because you need to enter them
exactly right to ensure your Emails are delivered to the right person.

Email addresses are always written in a standard format, including a username, the
@ (at) symbol, and the Email provider’s domain.

The Username is the name you choose to identify yourself.

Merced Flores {merced.flores73 ?gmail.com>

to me |~
Hi Julia,

I'm ahenliitals availahla ac a eriantific raneiiltant far

The Email Provider is the website that hosts your email account.
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Merced Flores <merced.flores73@lgmail.com f

to me |~
Hi Julia,
I'm ahenliitals availahla ac a eriantific ranaiiltant far

Some businesses and organizations use Email addresses with their website domain.

3. Gmail

Gmail (pronounced Gee-mail) is a free Web-based Email service that provides users
with a gigabyte of storage for messages and the ability to search for specific messages. With
Gmail, your Email is stored safely in the cloud. You can get messages from any computer
or device with a web browser. You can join or start a video meeting in Google Meet right
from Gmail. Add Google Chat to your Gmail inbox and get all the features of Chat directly
in Gmail. You can also quickly organize and find important Emails and read and draft
Emails without an internet connection.

A Google Account gives you access to many Google products. With a Google Account,
you can do things like:

v" Send and receive Emails using Gmail

v" Use Google Products in Google Workspace

v" Find your new favorite video on YouTube

v Download apps from Google Play

I1. Set up Gmail for Google Workspace
1. Creating Email
You can create a Gmail account by doing the following:

Go to the Google Account sign-in page.

Click Create account.

Enter your name.

In the “Username” field, enter a username.

Enter and confirm your password.

Tip: When you enter your password on a mobile device, the first letter isn’t case-
sensitive.

» Click Next.

VVVYVYYVY

Google

Create your Google Account
sn Phun

san.phun.rttc @gmail.com

You can use letters, numbers & periods

Available: sanphun953 phunsan9 sanphuns83

0 e

One account. All of Google
working for you.
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» It will show Verify your information. This is an optional step. You can fill in your
information like phone number and recovery Email address. But we recommend
filling in this information because it is easy to recover your password if you forget

it and it makes your account more secure.
> Enter your birthday and select your gender.

Google

San, welcome to Google

@ san.phun.rttc@gmail.com

Phone number (optional
+855 965071917

number only for account security. Your
sible to others. You can choose later whether to
useit for other purposes.

Recovery email address (optional) =2 g
san.phun.hs@moeys.gov.kh

Well use it to keep your account secure

Month Day Year
December 10 1996
Your birthday

Gender

g

Why we ask for this information

> Click Next.

» Verify your phone number page will appear
» Click Send Button

Google
Verify your phone number

To make sure this number is yours, Google will send you
a text message with a 6-digit verification code. Standard
rates apply

. 01097399685

Back

Notnow m

bre

» Google will send a 6-digit verification number to your phone

» Check your SMS and fill in the 6-digit number
» Click verify button

Google
Verify your phone number
To make sure this number is yours, Google will send you

atext message with a 6-digit verification code.

! 010-9739-9685

Enter verification code
G- 576274

Standard rates apply

e

Your personal info is private & safe

Your personal info is private & safe

Your personal info is private & safe
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» Click Yes, I’'m in

Google
Get more from your number

If you like, you can add your phone number to your
account for use across Google services. Learn more

For example, your number will be used to

[k Receive video calls & messages
(G Make Google services, including ads, more
relevant to you

More options

Back

Your personal info is private & safe

» When the Privacy and Terms page appears, scroll to the bottom and click on both
checkboxes to agree with terms and privacy.
» And then click Create Account.

Google

Privacy and Terms

Please read Google's Terms of Service carefully before

you create a Google Account. To create a Google

Account, you'll need to agree to the
Google Terms of Service, the
Location Terms of Service, as well as the

processing of personal information, including the

information we collect, the purposes for which we collect

it, and how long it s stored.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we

treat this data as personal information. You can control
how we collect and use this data now by clicking “More

Google's Terms of Service explains material terms, L
including but not limited to, your relationship with
Google, your use of content and software available on

Google services, and dispute resolution.

You're in control of the data we
collect & how it's used

In addition, when you create an account, we process your
information as described in our Privacy Policy, including

these key points:

Data we process when you use Google

« When you set up a Google Account, we store
information you give us like your name, email

address, and telephone number.

+ When you use Google services to do things like

write a message in Gmail or comment on a
YouTube video, we store the information you

create.

Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

More options v

1 agree to the Google Terms of Service

1 agree to the Location Terms of Service, as well
as o the processing of my information as
described above and further explained in the
Privacy Policy, including the personal information
Google collects, the purposes for which Google
collects it, and how long it is stored

Cancel Create Account

» Now, your Gmail account has been created successfully. Welcome pages appear

Google Account @

@ Home

@D Pecsemaiito

@ oua praacy

@ Secuity Welcome, San Phun
2, Peopie 6 sharing

o

Paymants & subscrigtions

Privacy & You have security tips
i A " o

-

Privacy suggestions available

» Click on the Google app button at the top left

> Choose Gmail
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© G 9

Account Search Maps

YouTube Play News
Learn more
tipS Gmail Meet Chat
security

g s & B
L J
Contacts Drive Calendar

B. 2 “

» Now you can access your Email page.

= M Gmail Q searchmai E3 [CRCEEN - ]
2 Comoee 0@ [
“ O Prome 2 s

Q e

4 e

o et started with Gmail x @
> s PR e— ©  Cwsesne e x g uom A
5 - - it fty

2. Email Ul

M Gmail Q search mail 5 3 ®

o- ¢

S

Compose |

o Primary ©  Promotions 2, Social 3
Inbox

Starred

Get started with Gmail X @

Snoozed

Sent 2 & Customize your ® Change profile .
inbox image

=
"

Import contacts D Get Gmail for
and mail mobile
Drafts

Less

Important +

WYy >0V 0o%0O

Chats

Scheduled Your Primary tab is empty.

COED Personal messages and messages that don't appear in other tabs will be shown here.

S . .
pam To add or remove tabs click inbox settings.

Trash

Categories

Manage labels

+® 02 0RJ

Create new label

Terms - Privacy - Program Policies Last account activity: O minutes ago
0GBof 15GBused (4 Open in 1 other location - Details

Labels +

1) Compose: For sending Email

2) Menu: Shows a menu that you can navigate and manage your mail with, such as:
e Inbox: lists Emails sent to you.
e Draft: a place where unsent messages are kept.
e Sent: list all Emails you sent to others
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e Spam: the place where unsolicited advertising or promotional messages are
kept. Typically, this type of message is sent to many users for advertising,
phishing, spreading malware, etc.

e Trash: lists all mail you deleted.

3) Searching bar: you can search your mail with this bar

4) Setting: setting features in your Email

5) App box: shows all apps that you can use with your Email
6) Account: manage your account

I1I. Start Sending Mail
1. Sending Email
To send an Email, please do the following:

» Click on Compose
» Compose Email page will appear

New Message -2 x
To Cc Bee

Subject

CP:0-ceo67: o

e To: Persons directly involved in the content of the message.
e Subject: Title of the mail that will be first displayed to the receivers. The title
should be short and explicit enough to summarize the topic.

e Message body: You type the content of your Email in this part of the screen.
» Click Send button.

2. Reply and Forward
The Email offers choices to reply and forward

e Reply: when your Email goes to a single person, either the person who sent the
original Email or the person who sent the last message in the thread you’re
responding to.

e Reply to all: when you respond to everyone on the thread. Other recipients will
see a message you Reply All to, whether they’re in the “To” or “Cc” fields. To,
and reply all, forward to, forward all

e Forward: you can transfer the received Email to someone not included as a
receiver in the original mail. When you reply to/forward a message, the entire
content of the initial mail appears by default. Removing some parts of the
original message is possible if you don’t want.

Replying to or Forwarding an Email:
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To respond to a single Email or the last Email in a thread, click Reply < .
To respond to an Email within a thread, click Reply all “.
To forward a single Email or the last Email in a thread, click Forward 7 .

To deliver an Email within a thread, click More : > Forward.
To see the previous Email in a thread, click Show trimmed content ««- ..

To forward an entire conversation, at the top, click More © Forward all.
To use a Smart Reply, click a suggested reply at the bottom of the Email. You can
then edit the Email before sending it.

VV VV V VY

Midterm Report inbox x

y % Phun, San <san.phun.hs@moeys govk

Dear Prof, this is my Midterm report. Please kindly check it

Well received with thanks. Thanks, | have receivedit. || Well received.

« Reply )( ~ Forward )

3. Sending with Attached File
When you want to attach a file with your Emails, such as a PDF file, Open office file,
Video, or Music file, please do the following:

» Click on attach file icon on Compose mail page
» Navigate to the file on your computer

» Choose the file you want to attach

» Click open

Note: Attached file supports only 25MB. Attachments larger than 25MB will be
automatically uploaded to Google Drive. A download link will be included in your Emails.

attach file -2 X
Phun, San
attach file

I
(

ugmmtism e ESsaisingm.pdf (739K)

m&co@@gﬁ.z'a o

4. Email Signature

An Email signature is a block of text automatically inserted into the end of an
Email message you send. Generally, a signature is used to provide the recipient with your
name, Email address, business contact information, and website.

To add an Email signature, do the following:
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» Click settings
» Click see all settings

o ® = @
Quick settings x B

See all settings

You're using the new Gmail view @

Go back to the original view

-
Appsin Gmail
Chat and Meet
Customize

+
Density
® Default 8

M Gmail

S

Compose

Inbox
Starred
Snoozed
Sent

Drafts

<« DV O%BO

More

Labels

» In general, tap scroll down and find the signature.

Q  search mail

Settings

General Labels Inbox Accountsand Import  Filters and Blocked Addresses Forwarding and POP/IMAP

Create contacts for auto-complete: ©® When | send a message to a new person, add them to Othe
© il add contacts myself

Importance signals for ads: You can view and change your preferences here.
Signature: No signatures

(appended at the end of all outgoing messages)

Learn more + Create new

Personal level indicators: ® Noindicators

© Show indicators - Display an arrow (> ) by messages sent ton

Snippets: ® Show snippets - Show snippets of the message (ke Google w
O No snippets - Show subject only.

Vacation responder: ® Vacation responder off
feen % © vacation responder on
reply will fays) First day: | November 10, 2022 O Last day:

Learn more

Name new signature

sanphun Z

-+ Create new

nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

> Click save.

» Fill in your information.

e ue
waigisiifmsian
aﬁjymmsgimmnﬁfjﬁmﬁﬁ_ﬂim

5506 anadndnni paiiniia isgipitn
GIFiNINIS: +CEY ED E0 AW £90)

Serif ~ T~ B I U A~ & @ =~ i=

5. Download the Attachment File From the Email
To download the attached file, do the following:

e C(Click on Email

e Drag the mouse to the attached file
e Click on the download button

» Click create new, and create your name in the Name new signature box.
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attach file (External) Inbox x
° San Phun
tome v

One attachment - Scanned by Gmail ©

BB vommsisemz Sisns
imisggon.pdf

os
V\jr 4« Reply / '{ﬁ Forward ;:’}

8 B8 Summa A

e (Gmail (pronounced Gee-mail) is a free Web-based Email service that provides users with
a gigabyte of storage for messages and the ability to search for specific messages. With
Gmail, your email is stored safely in the cloud. You can get messages from any computer
or device with a web browser. You can join or start a video meeting in Google Meet right
from Gmail. Add Google Chat to your Gmail inbox and get all the features of Chat
directly in Gmail. You can also quickly organize and find important emails and read and
draft emails without an internet connection.

e A Google Account gives you access to many Google products. With a Google Account,
you can do things like:

= Send and receive email using Gmail

= Use Google Products in Google Workspace
* Find your new favorite video on YouTube
=  Download apps from Google Play

Questions

What is Email?

Describe the advantage of Email.

What is the Username and email provider?

Name four email providers that you know of.

When you create a Gmail account, why do you need to fill in a phone number or Email
recovery address?

g @I =
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Sending Email:

1. Open the Web browser and log in to your Gmail account

2. Send an Email to a friend in class
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Introduction:

Storing data safely is important. Sometimes storing data in a local device is unsafe when viruses
attack your device. A new kind of technology is Could data storage. You can keep your data on
the cloud and access it anywhere when connected to the internet. At the end of this lesson, you
will be able to:

v Understand Cloud technology

v"  Classify the types of Cloud technology
v Know the pros and cons of Cloud storage
v

When you have finished this lesson, you will know:

. What Cloud Technology Is
II.  The Types of Cloud Technology
III.  The Pros and Cons of Cloud Technology
IV.  Cloud Storage
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Lesson 21 Cloud Technology
I. What is Cloud Computing?

Cloud computing delivers computing services, including servers, storage,
databases, networking, software, analytics, and intelligence over the Internet (“the cloud”),
to offer faster innovation, flexible resources, and economies of scale. You typically pay
only for cloud services you use, helping you lower your operating costs, run your
infrastructure more efficiently, and scale as your business needs change.

Cloud Computing

aaaaaaaaaa

I1. Types of Cloud Computing

Not all clouds are the same, and not one type of cloud computing is suitable for
everyone. Several models, types, and services have evolved to help offer the right solution
for your needs.

First, you need to determine the type of cloud deployment, or cloud computing
architecture, that your cloud services will be implemented on. There are three different
ways to deploy cloud services: on a public cloud, private cloud, hybrid cloud and
Community Cloud.

|
| | |
T &>

PUBLIC PRIVATE HYBRID COMMUNITY
CLOUD CLOUD CLOUD CLOUD
1. Public Cloud

Public clouds are owned and operated by a third-party cloud service provider,
which delivers their computing resources, like servers and storage, over the Internet. With
a public cloud, all hardware, software, and other supporting infrastructure is owned and
managed by the cloud provider. You access these services and manage your account using
a web browser. Learn more about the public cloud. Google Cloud Platform, Amazon Web
Services, and Microsoft Azure are examples of a public clouds.
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amazon
PUBLIC
CLOUD
vmware
Google

Pros:

Easy to manage. It eliminates the need for you and your team to regularly attend to the

maintenance of the system.

Cost. The way services are billed is that you pay for what you use, and then regulate when it

needed.

Reliability and performance. There is no limit to the number of users. And the location of

users is independent because its services are delivered through the internet.

Cons:

Control. In the event of a failed cloud platform, you would not be able to maintain continuity of

operations.

Security. Your data is shared for big number of users.

2. Private Cloud

A private cloud refers to cloud computing resources used exclusively by a single
business or organization. A private cloud can be physically located in the company’s on-
site data center. Some companies also pay third-party service providers to host their private
cloud. A private cloud is one in which the services and infrastructure are maintained on a
private network.

PRIVATE

/ CLOUD \
= Povanyy
= ?
ORGANIZATION % ‘ SECURITY

Pros:
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Control. Fewer people having access to the admin tools and configuration of your private cloud

will give you more control.

Customization. If you have a compelling reason to develop a new feature, you can easily

deploy it in-house.

Security. You can easily integrate as many security services as your business needs. Two-factor

Authentication is easily the most secure method of cloud security.
Cons:

Team. To take advantage of the power of the private cloud, you need the right skills of

developers, security experts, DevOps and etc.

Cost. Most companies can't afford to set up their own cloud infrastructure. Even with the most

advanced technology, the cost of running a private cloud is still expensive.

3. Hybrid Cloud

Hybrid clouds combine public and private clouds, bound together by technology
that allows data and applications to be shared. By allowing data and applications to move
between private and public clouds, a hybrid cloud gives your business greater flexibility
and deployment options. It helps optimize your existing infrastructure, security, and
compliance.

HYBRID

/ CLOUD \
] e

PUBLIC PRIVATE
CLOUD CLOUD

Pros:

Flexibility. One of the best features of the cloud type is that it's very flexible. You can select the

parts of it that you would like to integrate into your solution.

Scalability. You can regulate the functionality with the demand of users.
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Cons:

Data silos. They are the places where all of your collected data lies. Having the proper

separation of these silos can help ensure that all of your data is properly allocated.

Cost. Hybrid cloud delivery models are not as expensive as they may seem, but they are also
prone to spending too much. There is a risk of spending too much if you choose incorrect cloud

Services.

4. Community cloud

This deployment model supports multi-organizations sharing a common cloud environment.
For example, universities share computing resources with the police force. Access to a

community cloud environment is typically restricted to unauthorized members.

COMMUNITY
CLOUD

ORG3
ORG1
ORG 2

Pros:

Cost. Cost. It is cost-effective because of sharing the cloud with several organizations or

communities.

Collaboration. It is suitable to share resources, infrastructure, and other features among various

organizations and members.

Cons:

Limitations. There is a fixed amount of data storage is shared among all members. Also, not

every organization is suitable to use it.

Security. Security features are better than public cloud but are not good as private capabilities.
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ITI. Advantages and Disadvantages of Cloud Computing
1. Advantages

The first advantage of cloud computing is its simplicity. To use a cloud-based
backup, you must install a client program and start using it. In the past, you would have to
install software, connect to external hard drives, physically secure the drives, duplicate the
backup storage in case it got damaged, etc. Today, the backup company performs all these
steps. All you need to do is be connected to the Internet. It’s the same for saving your
documents with dropbox.com or sharing your photos through iCloud.

The second advantage is the up-front cost. You can enjoy an enterprise-level
service for a relatively small subscription fee. If you were to purchase the servers yourself,
it would be a much higher up-front cost. If you no longer want the service, you aren’t stuck
with costly hardware or telecommunications investments. You can simply stop using the
service.

The third advantage is the ubiquitous availability. If you use Google Drive, you
upload your file once. Google Drive stores it for you and allows you to access it through
the browser as often as you wish. Later, you can access the same file on your phone.
Finally, at your friend’s house, you can use their computer to access the file under your
Google Drive account. The service follows you wherever you are with an Internet
connection.

2. Disadvantages

The first disadvantage of cloud computing is sustainability. If you use Google Docs
as your main company document management system, you become dependent on Google.
While Google is a strong company, some cloud companies go out of business. Your
business may suffer when your provider is no longer there. You may even lose data or
business.

The second concern is privacy. If you store your business documents with Google,
does Google read them or use them? Many companies will provide legal agreements
reassuring customers that they keep the data private. Since the data is out of your control,
this remains a concern.

The third concern is security. Since you have to transmit the data to the cloud
provider, a strong layer of protection is required. While the Internet today is generally
secure, the base for this security is RSA encryption. New types of computers, quantum
computers, are believed to hack RSA encryption easily. If this technology becomes
available to consumers, HTTPS sites and cloud services will be vulnerable to attacks.

IV. What is Cloud Storage?

Cloud Storage is the technology that allows you to save files in storage and then
access those files via the Cloud. Let’s break down this definition. First, storage is the
computer’s ability to save files and other resources for later use. When you restart a
computer, the files still available after the computer turns back on are saved and read from
storage. Such storage commonly consists of a hard drive, a USB Flash drive, or another
type of drive.
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Because local data drives can be damaged or stolen, an idea was developed to use
data drives over a network as storage. This allows the drives to be secured in a data center

and backed up automatically. Initially, network storage required fast local networks
(LAN), but today we have a ubiquitous Internet network.

The second part of Cloud Storage, the Cloud, represents the Internet. Any service,

including storage, available over the Internet is called a Cloud Service. If you use Gmail, it

is email in the Cloud. If you use Apple Music, that’s music in the Cloud.

@

aﬁ.
i;a\

V. Benefits and Disadvantages
1. Benefits of Cloud Storage:

v' High availability of storage: Enterprise-level providers handle protection against

hardware failure, performance problems, and data corruption.

v Backup: Data backup and replication are done behind the scenes for the storage
user. Several disaster recovery strategies protect data, making it more resilient.

v" Portability: Files saved in Cloud Storage are available on PCs, phones, and tablets,

anywhere and anytime. Data saved once is available anywhere the Internet is

available.

2. Disadvantages of Cloud Storage:

v" Concerns with the stability of providers: All businesses have a risk of going out of

business. Your data stored in the Cloud may be at risk.

v" Security concerns: While Cloud Storage can be secure, the Internet adds to the

level of risk.

v Cost: While small amounts of disk space in the Cloud can be inexpensive, large

amounts can be costly.

v’ Performance concerns: The storage itself is often optimized and tuned well by
specialized Cloud providers. However, when the user’s access to the Internet is

limited, the overall experience and perception of the storage will be negative. Over

a slow Internet connection, Cloud Storage will be slow as well.
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BB Summary -

Cloud computing delivers computing services, including servers, storage,
databases, networking, software, analytics, and intelligence over the Internet (“the
cloud”) to offer faster innovation, flexible resources, and economies of scale.
There are three different ways to deploy cloud services: on a public cloud, private
cloud, or hybrid cloud.

Cloud Storage is the technology that allows you to save files in storage and then
access those files via the Cloud.

o> D =

. .' Questions

What is Cloud computing?

How many types of Cloud Computing are there? Describe them.
Describe the pros and cons of Cloud Computing.

What is Cloud Storage?

Describe the pros and cons of Cloud Storage.

Q« Exercises

e Use the Internet to research types of popular Cloud Storage. Provide
the below information:
o Cloud Storage Service name.
o Cloud Storage Provider (Company).
o Date released.

o Amount of free capacity storage.
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Introduction:

In the previous lesson, you learned about cloud technology and cloud storage. This lesson
will cover a cloud storage service provided by Google called Google Drive. At the end

of this lesson, you will be able to:

v Understand Google Drive.
v’ Store data and share data using Google Drive.
v Use Google Drive to store data in daily life.

When you have finished this lesson, you will know how to:

I.  Use G Drive
II.  Upload and Store Data
III.  View Data in G Drive
IV.  Organize Files
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Lesson 22 Storing Data in Google Drive
I. Intro to Google Drive

Google Drive is a free cloud-based storage service that enables users to store and
access files online. The service syncs stored documents, photos, and more across the user’s

devices, including mobile devices, tablets, and PCs.

Google Drive integrates with the company’s other services and systems, including
Google Docs, Gmail, Android, Chrome, YouTube, Google Analytics, and Google+. Google
Drive competes with Microsoft OneDrive, Apple iCloud, Box, Dropbox, and SugarSync.

1. G Drive Account Type
Google offers different types of accounts for different kinds of users. There are two

primary types of accounts that provide completely separate services:

e Personal Account: You can use 15GB of storage with a personal account. If you
want more storage, you need to purchase it.

e Organization Account: You can store your limited or unlimited data depending on
whether your organization or company purchases google service for you. For
example, if you use a google account provided by MoEYS, you will get unlimited

storage on your drive.

2. Login to G Drive

To login to your google drive account, do the following:

» Open Web browser

» Login to your Gmail account
» Click on the google app

» Chose Drive

210



nyoutube.com/moeyscambodia L&) sala.moeys.gov.kh ot.me/moeysnews

Lesson 22 Storing Data in Google Drive

Part 1: ICT Basic

YouTube
Gmail
o
[ J

Contacts

B

Translate

a

rttcl

ORRCHE-IN s )
b &

Play News
Meet Chat
e B
Drive Calendar

& &

Photos My Ad Ce..

S

» Google drive home page will appear in a new tab of your browser.

L Drive
l— New

» @ My Drive

» [0 Computers
2, shared with me
(©  Recent
Yy  Starred
[ Trash

¢ storage

7 KB of 15 GB used

Buy storage

Q  Search in Drive

My Drive ~

A place for all of your files

Google Docs, Sheets, Slides, and more
8

You can drag files or folders right into Drive

Microsoft Office files and
hundreds more

I1. Uploading and Storing Data on the Web

To upload data to the drive, do the following:

» Click + New -> File upload or Folder upload,

New folder

&

File upload

B &

@ o

Folder upload

Google Docs

Google Sheets
Google Slides
Google Forms

More

—r
=

®

» And then, choose the file or folder you want to upload.

@ My Drive

Details

Select a file or folder to view its details

Activity
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‘s Local Disk (C:)

DATA (D:)

¥ Network

@ Open X
<« v > ThisPC > DATA(D:) » KOICA » v 0 O Search KOICA
Organise v New folder = M @
0 3D Objects A Name Date modified Type
B Desktop @ Document File folder
[£] Documents 2 KUNE File folder
& Downloads @ Personal ICT Curiculum File folder
D Music & sadiesd ICT s §99 81 90 File folder
=1 Pictures @) Digital Literacy funadamental.docx Microsoft Word
B Videos

s Google Drive (G:

v

File name:

v | [AnFies ¢ v

» Click Open.

your computer to the Drive page on your browser.

L Drive

F

r@
» [0

o
=1

o
¢
jm)

S

My Drive

Computers

Shared with me

Recent

Starred

Trash

Storage

7KB of 15 GB used

Buy storage

Q_ Search in Drive Erd

My Drive ~

A place for all of your files

Google Docs, Sheets, Slides, and more hMl;f‘L"fe‘;': g’:;e files and ®
= [/ I

You can drag files o folders right into Drive m )

1

Drop files to upload them to
@ My Drive

Uploading 10 items

Lesson 1 Intro to ICT.docx
Lesson 4 Intro Writer.docx O
Lesson 5 Text and paragrahp formatti...

Lesson 16 Intro to Internet .docx

Less than a minute left CANCEL

Lesson 1 Intro to ICT (324).docx Q

If you’re using the latest version of Chrome or Firefox, you can drag files directly from
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If you upload a file that matches the name of an existing file, Drive will add it as a
new version instead of creating a duplicate. To see the previous version of that file, you
can manage versions.

When you see Upload complete, your files have uploaded successfully and can be

accessed in any browser or device that has Drive installed.

II1. View the File

1. Preview and Download Stored Files on the Web

To take a quick look at a Drive file, right-click it and select Preview.
In the overlay, you can:
e Scroll down or up in your file.
o Click Leftarrow < or Right arrow 2 to see the previous or next file in Drive.
e Open your file to edit it.
e Click Add comment ' to comment on non-Google files.
e Print your non-Google file.
e Click Download  to download your file.

e Click More : to share, move, rename a file, and more.

To save a file to access later, download it one of the following ways:
e From the preview screen, click Download .

o From Drive, select a file, click More :, and Download .

L Drive Q  Ssearchin Drive =
My Drive @
b New
File
» [@ myorive @© Preview
2,
€» Openwith >
» Lo computers i Google Docs
1 8 < fice
2, Shared with me 2 Share ggested apps
® GD Getlink Lumin PDF - Edit or Sign Documents
Recent
[3 showfile location =5 Zoho Writer
Yy Starred
(&% Add shortcut to Drive
m +  Connect more apps
Trash
Move to
o = 1 Apps on your Computer locx
Y¢ Addto Starred
¢ Sstorage
2. Rename
20 MB of 15 GB used CH
@ View details
Buy storage €0 Manage versions
D Make acopy Er— .

Download

@ [ Remove 7 Email.docx [0 Lesson 19 Cloud Storage.

2. Open File
To open the file, do the following:
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» Open Drive.
» Double-click the file you want to open.

My Drive
I_

New

» B myoprive

» [0 Computers

g2 % O D

[ Lesson 1 Intro to ICT.docx [w]

0

20 MB of 15 GB used IAPTER 2

Buy storage

& Die:m
= « B30
EE X Vit B
CHAPTER | .
,
3. Delete File

Removing a file moves it to Trash:

e If you own the file, moving it to Trash removes it from your My Drive view. The
file is permanently deleted after 30 days in the Trash. If you share the file, those
people can still see it until it’s deleted.

e If you don’t own the file (for example, if it’s been shared with you), moving it to
Trash removes it from your My Drive view but doesn’t delete it. Only the owner

can delete the file.

Note: Removed files you own are moved to Trash in Drive and still count towards your

total storage until you permanently delete them on the web.

Method:
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> Select the files or folders you want to remove and click Remove [
» (Optional) To delete files permanently, do one of the following:
e When in Trash, select a file and click Delete forever.

e To permanently delete all your Trash files, click Trash and select Empty

trash.
= @ @ = @
® & © @ : B O
Name @
. °
3 OpenOffice © openoffice -
T R e o +
n 4 Intro Writer.docx [ Lesson 5 Text and paragr...

4. Restore Deleted File

If you change your mind after deleting a file or folder, you can restore it to Drive.
Whether you delete it from Drive on the web or your computer in Drive for desktop, you

restore it the same way.

» Open Drive.
> Click Trash [

L Drive Q  searc
Trash for My Drive
b New
Items in trash are deleted forever after 30 days
» @ myorive
» [0 comput

uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh Ot.me/moeysnews

CHAPTER

» Select the files you want to restore and click Restore ©.
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£ s = @
9 W = o
Empty trash @

Trashed date

CHAPTER |

Understanding Media

ICT for

Lesson 24 Media.docx Lesson 1 Intro to ICT (24).d...

IV. Organize Files in Drive
1. Create Folder
To Create a folder, do the following:

Any new folders you create in your computer’s Drive for desktop folders or in Drive

on the web automatically appear on your devices so that you’re organized everywhere.

» Open Drive.
» Click + New -> Folder.

6 Drive Q Ssearchin Drive
e -
| [3 Newfolder L
§ i
m File upload
[ Folder upload
B Google Docs >
Google Sheets > Using Email
[ Google Slides .
on 1 Intro to ICT (324).docx Lesson 17 Email.d
E G°°gle Forms > «d today You uploaded today
More > I

¢ Sstorage

20 MB of 15 GB used

CHAPTER |

CHAPTER |
Buy storage

» Name your folder
» Click Create
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New folder

[ November report]

Cancel Create

2. Move the File to the Folder
Move a file to a folder in My Drive:
» Select the file.
> Click More : -> Move to ).,
» Select the folder and click Move.

m
it

QO @
® & @ W : B O

< My Drive x

M November report >

>T.docx m Lesson 4 Intro Writer.docx m Lesson 5 Text and paragr...

You can also drag files and folders to a folder in My Drive on the left.

L Drive Q searchin Drive
My Dri -
|_ . ly Drive
» [@ myDrive

Folders

» [0 Computers

2, shared with me BB November report

(©  Recent [ ‘Lesson1introtolC
Files
Y Starred

M Trash CHAPTER

¢ storage

20 MB of 15 GB used

Buy storage
[ Lesson 1Intro to ICT.docx

V. Share and Collaborate in My Drive

il ER

-
1y

After you share Google Drive files or folders, you can work on them with teammates.
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1. Share a File or Folder with Specific People and Set Access Levels:

» Select the file you want to share.

> Click Share or Share *=.

= o & = @
e & © W B ®
@
2
90pen0ﬁ'ce 90pen()fﬁce

Intro to ICT.docx [ Lesson 4 Intro Writer.docx [ Lesson 5 Textand paragr..

> Enter the email address you want to share.
» To decide what role people will have on your file, select Viewer, Commenter,

or Editor.

< Share "Lesson 4 Intro Writer.docx" ® «

@ Phun, san X Editor v

Notify people Viewer
Message
9 Commenter

v Editor

@ Copy link Cancel m

» Choose to notify people.

o If you want to notify people that you shared an item with them, check
the box next to Notify people. If you inform people, each email address you
enter will be included in the email.

e If you don’t want to notify people, uncheck the box.

» Click Send or Share.

1. Allow General Access to a File:

You can choose if your file should be available to anyone or restricted to only those with
access. If you allow access to anyone with the link, your folder won’t restrict who can access
it.

» Select the file you want to share.

> Click Share or Share *=.
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v

» Under “General access”, click the Down arrow
» Choose who can access the file.
e Restricted: Only people with access can open the link.

e Anyone with the link: Anyone on the internet with the link can view it.

Share "Lesson 4 Intro Writer.docx" Q@ ©

Add people and groups

People with access
San Phun (you) Owner
san.phun.rttc@gmail.com

General access

Restricted
]

v/ Restricted

(<) Done
Anyone with the link

Tip: If you use your Google account for work or school, you can only share files and folders
with a specific audience, like your department. You might see a description of each

audience when you hover over the group name.

» To decide what role people will have with your file, select Viewer, Commenter,
or Editor.
» Click Done.
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BB Summary

- )

e Google Drive is a free cloud-based storage service that enables users to store and

access files online. The service syncs stored documents, photos, and more across
the user’s devices, including mobile devices, tablets, and PCs.

o Google offers different types of accounts to different types of users. There are
two primary types of accounts that provide completely separate services:

o Personal Account: You can use 15GB of storage data with a personal
account. If you want more storage, you need to purchase it.

o Organization Account: You can store your limited or unlimited data
depending on whether your organization or company purchases google
service for you. If you use a google account provided by MoEY'S, you will
get unlimited storage on your drive

e After you share Google Drive files or folders, you can work on them with

teammates.

.'.' Questions

What is Google Drive? How many types of google accounts types are there?
Describe how to upload files and folders.
How many types of permission are there when you share your drive?

Describe each permission.

o> D =

In the General access Setting, describe: “Restricted” and “Anyone with the link.”

Qa Exercises

1. Upload and share a folder:
a. Create a folder named: “share with teacher”
b. Upload any file to your computer.

c. Share this folder with your teacher.
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Introduction:

You learned about OpenOffice in the previous chapter. This lesson will teach you about
Google Workspace for Administration, another Office program that runs in a web

browser. It is very similar to OpenOffice. At the end of this lesson, you will be able to:

v" Discover Google Workspace for Administration
v Use Google docs, slides, and sheets to work in administration.
v Use Google Workspace to improve your working process.

When you have finished this lesson, you will know how to:

I.  Use Google Docs
II.  Use Google Sheets
III.  Use Google Slides
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Lesson 23 Google Workspace for Administration
I. Google Docs
1. What Can You Do with Docs?
Google Docs is a free, web-based word processor offered by Google as part of its
complete Office suite that Google uses to compete with Microsoft Office. The other main

services included in the cloud-based suite are Sheets (Excel) and Slides (PowerPoint).

Google Docs is available on all devices and platforms. All you need is an internet
connection and a web browser (or, in the case of mobile, the applicable apps). Google does

the rest and handles the heavy lifting while running the software in the cloud.

Docs support several different file types, including .doc, .docx .txt, .rtf, and .odt,

making it easy to view and convert Microsoft Office files directly from Google Drive.

And since Docs is an online word processor, you can share and collaborate with
multiple people on the same document, track revisions, make changes and suggestions in

real time.

= a Docs Q  Search i M@EY é

Start a new document Template gallery

ELLS SCIENCE LAB REPOR! s e
BASIC UNITS OF LIPE =
- m %
F “ i

Blank Class notes Essay Report Report Report
Playfu Paperback Simple xe MLA

Recent documents Owned by anyone ¥ B Az O

2. Create Files

The first thing you’ll need to do before you can use

Google Docs is sign up for a Google account (an = B oocs & seen

@gmail account). You use an Email account to log in. Start a new document
. .
To create a new document, do the following: |-
» Login to google docs
» Click on blank Blank o

Playfu

» Google docs workspace will be appear
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Untitled document % & &
ckami ~ E - BETE *
File Edit View Insert Format Tools Extensions Help Last edit was seconds ago
~ ~ & A P 100% v Nomaltext v Arial v~ - 11 + BIUA #» o By v 12 vz EviE~ - 7 A B
1 v 2 3 4 5 6 - 7
&
SUMMARY + @
OUTLINE Type @ fo insert
°
L]
Headings you add to the document wil
appear here.
- Q
+
~
[+] >

3. Edit and Format a Document
Edit a document, change how it looks, and work in it much as you did in your old

program. Google Docs automatically saves every change you make.

A. Add and Edit Text

Rename your document:

» At the top of the page, click Untitled document, enter a new title, and click OK.

Nov-Repor{ |in £3 My Drive

File Edit View Insert Format Tools Extensions

“ ~ A TP 100% Normal text + Arial

1 v

Add or edit text:

» Just click on the page and start typing.

i

Insert Format Tools Extensions Help Lastedit was seconds ago

0% v  Normaltext ~  Arial ~ - 11 + B I UA #» o [mEe

T -

s

Helld

B. Customize your Document

Depending on what you want to change, choose an option:

e To customize margins, page color, and orientation, click File and then Page setup.
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e To customize text, images, tables, and more, use the toolbar options.

Note: Some options only appear for certain types of content, such as tables or images.

“~ Undo or redo your last changes or print your
document.
A, Check spelling and grammar.

Copy formatting from any text and apply it to

another selection of text.

Normaltext v Arial ~ = 11+ | Change the style, font, or font size.

B 7 U A Make text bold, in italics, underlined, or

change the text color.

Add or change the text highlight color.

Insert a link, comment, or image.

8

B

B
4

"I
|
il
Il

Change the text alignment.

Change the line spacing or add a checklist,

bullets, or numbers.

== Change the text indentation.

X Remove text formatting.

QLEE Add background color to a table or change the

border color, width, or style.

“l:]r Crop an image.

Image options... Change the color, transparency, brightness, or
contrast.

Replace image ~ Replace an existing image with a new one.

C. Add Pictures, Links, Tables, and More
The Insert menu lets you add different features to your document. Here are the

highlights:
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e Image—Insert an image from your
computer, the web, Drive, and
more.

e Table—Select the number of =
columns and rows to create a table.

e Drawing—Create shapes, pictures,
and diagrams in your document.

e Link—Add a link to another page,
header, or bookmark in the same
document.

[ ]

[ ]

€

OUTLINE

AT

Nov-Report ¥ (&)

(&) Image

@ Table

[ Drawing

@ Chart

— Horizontal line

® Emoji

e © Smart chips

£ Date
@ Dropdown

= Footnote Ctrl+Alt+F

[ Building blocks

Q Special characters

Tr* Equation

File Edit View Insert Format Tools Extensions Help Last edit was 6 minutes ag

[& watermark

5 Headers & footers

## Page numbers

I Break

@ Link
Comment

® Emoji reaction

[1 Bookmark

=i Table of contents

Bookmark—Add shortcuts to specific places within your document.

Table of Contents—Create an auto-generated table of contents that links to each

heading in your document with a heading style applied.

D. Create Page Columns

You can organize your text in columns if you’re working on an academic paper or another

large document.

>
>

Click Format and then Columns.

B Nov-Report & B &

File Edit View Insert Format Tools Extensions Help

Select the number of columns
you want.

(Optional) To adjust the spacing
or add lines between columns,
click Format, Columns, and
More options.

Click Apply.

-~ 8 A

v~ B Text

= Paragraph styles

= Align & indent

1= Line & paragraph spacing

Z2 Columns >

= Bullets & numbering

T Headers & footers
# Page numbers

[ Page orientation

B ZUA & o3 E~

More options

4. Share and Collaborate on Files

A. Share a File or Folder with Specific People:

» Select the file you want to share.

> Click Share or Share =,

» Enter the email address or Google group you want to share with.
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» To decide what role people will have on your file, select Viewer, Commenter,
or Editor.
» Choose to notify people.

o If you want to notify people that you shared an item with them, check
the box next to Notify people. If you notify people, each email address you
enter will be included in the email.

o If you don’t want to notify people, uncheck the box.

> Click Send or Share.

,
< Share ‘Nov-report’ Q ©
esan.phun.hs@moeys.gov.kh X Editor ¥
Notify people Viewer
Message
Commenter
v Editor
@ Copy link Cancel m

B. Allow General Access to a File:

You can choose if your file should be available to anyone or restricted to only those

with access. If you allow access to anyone with the link, your folder won’t restrict who can

access it.

» Select the file you want to share.
> Click Share or Share *=.

» Under “General access”, click the Down arrow ~

» Choose who can access the file.

Tip: If you use your Google account for work or school, you can only share files and folders
with a specific audience, like your department. You might see a description of each

audience when you hover over the group name.

» To decide what role people will have with your file, select Viewer, Commenter,
or Editor.

> Click Done.
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5. Print and Download Files
A. Print Your File
To print your file, click File and then Print or -

click Print.

For documents and presentations: In the

preview, you can scroll through your .

document on the right or choose print options

on the left.

For spreadsheets: You can choose which

sheets to print, what features to include, and which layout you want.

B. Download Versions in Other Formats

To download your file so other programs can open it, click File Download and choose one

of the following formats:

Docs Slides Sheets
Microsoft Word (.docx) Microsoft PowerPoint | Microsoft Excel (.xlsx)
(-pptx)
OpenDocument  Format OpenDocument format
(.odt) ODP (.odp) (.ods)
Rich Text Format (.rtf) Text file (.txt) Adobe PDF (.pdf)
Adobe PDF (.pdf) Adobe PDF (.pdf) Comma-separated  values
(.csv)
Text file (.txt) JPEG (.jpg)
Tab-separated values (.tsv)
Web page (.html, zipped) | PNG (.png)
Web page (.zip)
Scalable Vector Graphics
(.svg)
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C. Make a Copy
Copying a file is useful for creating templates. For example, if you write many proposals,
you can make copies of one proposal and then update each document for a new project

without having to format it again.

Make a Copy of Your Document:

» Click File and then Make a copy.
» (Optional) You can rename the copy, change where you save it in Drive, and share

it with the same collaborators.

Nov-report ¥r &)

File Edit View Insert Format Tools Extensions Helg

w ~ B New > al v
2 Open Ctrl+0 v !
¢ D Make a copy @ (

I1. Google Sheets
With Google Sheets, you can create and edit spreadsheets directly in your web
browser with no special software s required. Multiple people can work simultaneously, you

can see people’s changes as they make them, and every change is saved automatically.

The first thing you’ll need to do before you can

use Google Docs is sign up for a Google account (an = B Docs & seen

@gmail account). You use an Email account to log in. Start a new document

=
To create a new document, do the following: |— gy
» Login to google docs
> Click on blank Blank S‘Iass notes

» Google docs workspace will be appear
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ntitl r heet
Untitled spreadsheet ¢ - kami 8 Share e
File Edit View Insert Format Data Tools Extensions Help
~ o~ @ P 00% v £ % 0 00 123v Defalt(ai.~ 10 - B I 5 A & M@ EvivpPlyYy B v~3~
Al v
A B c D E F G H 1 J K
[

ol o oo alw v

IR N R =)

+ = Sheet1 ~ [+

1. Enter and Edit Your Data

¢ Rename your spreadsheet: Click Untitled spreadsheet and enter a new name.

E | Student_Score | ¥

File Edit View Insert Format Data Tools Extensions

“~ ~ =P 100% £ % .0 .00 123~ Default (Ari...

Al v

o Enter text or data: Click a cell and enter text.

D4 v 56
A B c D E
1 No math C++ JAVA
2 90 55 88
3 2 55 78 76
4 3 45 87 56_|
5
6
7
Q

o Insert more items: Click Insert and add charts, images, drawings, functions, notes,

nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

and more.

E Untitled spreadsheet ¢

File Edit View Insert Format Data Tools Extensions Help
~ o~ @ P 100 [ Cells » 1 - BISA SH

Al - E Rows

[ Sheet Shift+F11

@ Chart
i7 Pivot table
[ Image
B [ Drawing
10
" S Function
B
= @ Link Ctrl+k
1"
15 Tick box
16
7 @ Smart chips
Comment Ctrl+AltsM

+ = Sheett
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2. Customize Your Spreadsheet

Select cells in your spreadsheet and then format them using the toolbar options.

LR I Undo or redo your last changes or print your spreadsheet.

Copy formatting from any text and apply it to another selection

T_l

of text.

Format your data as currency or a percentage, change decimal
$ % .0 .00 123 - you urrency ora p g¢, chang

places, and more.

pefault (ari. ~ 10~ | Change font or font size.
Make text bold or in italics, strikethrough text, or change the text
B I s A
- color.
Q. Add or change the color of cells.
HH Add or edit cell borders.
SE - Merge cells.
=1 Vv Change the text alignment, how the text wraps, or rotate the text.
() [i1] Insert links, comments, or charts.
Y ~ Filter your data.
> v Add functions.

3. Work with Rows, Columns, and Cells

Add Rows, Columns, and Cells:

» Select the row, column, or cell near where you want to add your new entry.
» Right-click the highlighted row, column, or cell Insert and choose where to insert

the new entry.

Delete, Clear, or Hide Rows and Columns: Right-click the row number or column letter

and choose Delete, Clear, or Hide.

Delete Cells: Select the cells and right-click Delete cells, Shift left or Shift up.

Move Rows or Columns: Select the row number or column letter and drag it to a new

location.
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Move Cells:

» Select the cells.
» Point your cursor to the top of the selected cells until a hand appears.

» Drag the cells to a new location.
Group Rows or Columns:

> Select the rows or columns.

» Click Data Group rows or Group columns.

Freeze Header Rows and Columns: Keep a row or column in the same place as you scroll

through your spreadsheet. On the menu bar, click View > Freeze and choose an option.

4. Work with Multiple Sheets
A. Add a sheet:

e At the bottom of your spreadsheet, click Add sheet * to add [ suenseoe ==

another sheet. k

No math Cos JAVA

B. Delete or Copy a Sheet:

» Open the sheet.

» At the bottom of your spreadsheet, click the Down arrow on

m

the sheet’s tab. A il ___|

» Select Delete or Duplicate.

5. Add Formulas and Functions

Use a formula

» Open a spreadsheet.

» Type an equal sign (=) in a cell and type in the function you wantto use.
Note: You may see suggested formulas and ranges based on your data.

» A function help box will be visible throughout the editing process to provide a

definition of the function, its syntax, and an example for reference. If you need more
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information, click the “Learn more” link at the bottom of the help box to open a full

article.

Tip: You might get suggestions to help you complete formulas with the relevant functions.

You can accept or reject these suggestions.

To turn suggestions on or off, click on Tools > Enable formula suggestions.

s Kkam
Tools Extensions Help Laste as 22 minutes ago
B Create a new form i . H R A - R e
A, Spelling > G H
%’ Auto-complete s Enable autocomplete
' A Notification settings . Enable formula suggestions

v

v
. o + Enable formula corrections
T Accessibility
v

Enable named functions suggestions

II1. Google Slides

Create and present professional pitch decks, project presentations, training modules,
and more. With Google Slides, you can build presentations right in your web browser with
no special software s required. Even better, multiple people can work on slides at the same
time, you can see people’s changes as they make them, and every change is automatically

saved. Create a new file in Slide, the same as docs and sheet.

Untitled presentation  ¥¢

= kami E - [ slideshow ~ @ Share e

File Edit View Insert Format Slide Arrange Tools Extensions Help

+ v B @Q -~ K B~ N\~ Background ~ Layoutv = Theme | Transition A Themes % B
1
In this presentation v
@
Click to add title
. . ) ’ Q
Click to add subtitle Simple Light
Click to add title +
Click to add speaker notes Qimnla Narl
- a < Import theme >
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1. Add Content to Your Presentation
A. Choose a Theme and Layout

When you create a presentation, you can choose

a theme to give all your slides the same background and

text styles for a consistent look and feel.

To add a different theme to your presentation,

click Import theme.

To change your presentation’s

layout,

~ Themes X  E0)

Streamline

click Layout and select an option. Or, at the bottom,

click Explore ™ and choose a suggested format.

B. Add and Edit Content

Rename Your Presentation—Click Untitled presentation and enter a new name.

Add images—Click Insert > Image to
add images from your computer, the
web, Google Drive, and more. You can

also move, delete, or resize images.

Add text—Click Insert > Text box to
add new text boxes. Then, click a text
box to enter text. You can move, delete,
or re-size text boxes. You can also

change how the text fits in a box.

Untitled presentation  ¥¢ <)

Click to add title @
°
.
1 tit +
Shift
Import theme >
File Edit View Insert Format Slide Arrange Tools Extensions Help Lasteditwas?2
=] Image »  ound i Layoutv Theme  Transition
Text box
<) Audio
£ Video
Qy Shape
f@ Table >
o e " to add title
rh Diagram >
A Word art < to add subtitle
“\ Line

Comment Ctrl+Alt+M

Add Videos, Shapes, Charts, and More—Click Insert to add videos, figures, charts, slide

numbers, and other features to your presentation. You can also move, delete, or re-size these

inserted features.

Add Speaker Notes—Use speaker notes to keep track of your talking points for each slide.

In the presentation editor, speaker notes appear beneath the current slides. Your speaker

notes show in a separate window when you present your slides.
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C. Customize Your Slides

Depending on what you want to change, choose an option:

o To change the size of your slides, click File > Page setup.

e To customize slides, text, images, and more, use the toolbar options.

Note: Some options only appear for certain types of content, such as text, images, or slides.

=
@ ~
N
OE-Q \ -~
.
5, = ==
vial . - 2 4

Replace image ~

Create a new slide.

Undo or redo your last changes or print your slides.

Copy formatting from any text and apply it to another selection
of text.

Zoom in or out.

Select an item on your slide.

Add a text box, image, shape, or line.

Add or change the color of an area.

Change the color, weight, or style of a border.

Change the font or font size.

Make text bold, in italics, or underlined, or change the font color

or text highlight color.

Insert links or comments.
Change the text alignment.

Change the line spacing or add numbers or bullets.
Change the text indentation.
Remove text formatting.
Image options
Crop an image.
Reset an image to its original format.

Replace an existing image with a new one.
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D. Create and Arrange Slides

>

New Slide—Click New slide in the toolbar. Click the Down arrow to choose a
layout for the new slide.

Move Slide—Drag the slides to a different position in the presentation. To move
several slides at once, Ctrl + click multiple slides before dragging them.

Delete Slide—Right-click the slide and select Delete.

Duplicate Slide—Right-click the slides in the sidebar and choose Duplicate slide.

» Google Docs is a free, web-based word processor offered by Google as part of its

BB Summary —~

complete office suite that Google uses to compete with Microsoft Office. The
other main services included in the cloud-based suite are Sheets (Excel) and
Slides (PowerPoint).

With Google Sheets, you can create and edit spreadsheets directly in your web
browser with no special software required. Multiple people can work
simultaneously, you can see people’s changes as they make them, and every
change is saved automatically.

With Google Slides, create and present professional pitch decks, project
presentations, training modules, and more. With Google Slides, you can build
presentations right in your web browser with no special software required.

o= o=

.'.' Questions

What are Google docs, Google Sheets, and Google Slides?

Describe how to create a new file in Google docs.

Describe how to share and collaborate on files in Docs, Sheet, or Slide.
Describe how to download the file docs to the OpenOffice Writer file.
Describe how to download the file Sheets to the OpenOffice Calc file.
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Introduction:

Survey tools are online tools that can electronically collect answers or responses to
questions from a target audience. They feature a variety of question types, including
multiple-choice, ranking, open-ended, and many others. This lesson will show you how

to use Google Forms as a survey tool. At the end of this lesson, you will be able to:

v" Create survey forms and quizzes
v Edit and format forms

v" Share forms and collect information
When you have finished this lesson, you will be able to:

I.  Create New Forms
II.  Create Different Question Types
III.  Edit Forms
IV.  Make Forms as Quizzes

V. Share Forms and Collect Information
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Lesson 24 Online Survey Tools
I. Introduction to Google Forms
Google Forms is a survey administration software included as part of the free, web-

based Google Workspace suite offered by Google. It's easy to use and one of the simplest
ways to collect data. With forms, you can:

v Surveys

v" Plan events

v Manage registrations
v’ Create a quizzes

I1. Set Up New Forms or Quizzes
To set up your google forms, do the following:

» Open Web browser

» Log in to your Gmail account
» Click on the google app

» Chose Forms

= ® & # @
Hangouts Keep Jamboard
Classroom Earth Collections
. .
Import contacts @ AN dige
and mail
Arts and C. Google Ads Podcasts

1. Creating New Forms
To create new forms, do the following:

e C(Click Blank + .
e A new form will open.
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E Untitled form [ Yy Al changes saved in Drive d © 9 e m : e

Questions  Responses  Settings

Untitled form

Form description

Q @ Multiple choice - D
Option 1 T
oo ot e ™
Add option or add “Other
3]
=
\D E Required

III. Question Types
When you create a form, you can add different types of questions, such as:

Short answer

Paragraph

Multiple choice

Checkboxes

Linear scale

Multiple choice grid and more.

AN N NN

You can add more titles, descriptions, and media files and divide the form into multiple
sections.

2. Short Answer:
People can write answers in a few words. You can set rules that people have to follow.

3. Paragraph:

e People can write long answers over one or more paragraphs
e You can set rules that people have to follow.

4. Choose From a List
Options you add to questions in forms are case-sensitive.
Multiple choice:
e People can choose between a set of options.
e People can only choose one option.
¢ You can include "Other" as an option, and people can type a short answer.
e Based on a person’s answers, you can send them to a specific form section.

Checkboxes:

e People can choose between a set of options.
People can choose more than one option.
You can include "Other" as an option, and people can type a short answer.
Based on a person’s answers, you can send them to a specific section of the form
You can set rules that people have to follow.
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Dropdown:
e People can choose between a set of options.
e People can only choose one option.
e Based on a person’s answers, you can send them to a specific form section.

5. Upload Files
File Upload:
People can upload files as a response to a question:
e Uploaded files will use Google Drive storage space for the survey owner. Learn how
to clear Google Drive space and increase storage.
Uploaded files will be stored in a new folder.
You can choose the maximum file size that people can upload.
You can specify which file types of people can upload.
To fill out this question, respondents must be signed into a Google Account.
Important. You won't be able to use this question If the form is stored in a shared drive or
if your administrator turns on Data Loss Prevention.

6. Choose From a Grid
Linear Scale:
e People can rate your question on a scale.
e Your scale can start at 0 or 1.
e Your scale can end on a whole number from 2 to 10.
e You can set a label for each end of the scale.

Multiple Choice Grid:
e You can create a grid where people can select one answer per row.
e To limit people to one choice per column, click More at the bottom right of the

question *
e To shuffle the row order, click More at the bottom right of the question :

Checkbox Grid:
e You can create a grid where people can select one or more answers per row.
e To limit people to one choice per column, click More at the bottom right of the

question *
e To shuffle the row order, click More at the bottom right of the question :

7. Select a Date and Time
Date:
e People can fill out any date in this box.

e To include the year or time, click More at the bottom right of the question :

e People can fill out the time or duration.
e To switch between time or duration, click More at the bottom right of the

question ¢ .
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IV. Edit Your Form

After you've created a form, you can add and edit up to 300 pieces of content, like
questions, descriptions, images, and videos. To organize your form by topic, you can add
up to 75 sections.

1. Add Questions, Headers and Sections

Add a Question
» Open a form in Google Forms.
> Click Add ©.
» To the right of the question title, choose the type of question you want.
» Type the possible responses to your question. To prevent people from not

answering, turn on Required.

2. Add an Image or Video

Add an Image or Video to a Question or Answer.

You can add an image to a question or an answer for multiple-choice or checkbox questions.
In Google Forms, open a form.

Click a question or answer.

To the right, click Add image E.

Upload or choose an image.

Click Select.

VVV VY

Add an Image or Video on Its Own
You can add an image or YouTube video to your form. You can’t add videos to questions,
but you can place them before or after a question.

» In Google Forms, open a form.

» To add an image, click Add image B To add a video, click Add Video @,
» Choose your image or video and click Select.

3. Add a Section

Sections can make your form easier to read and complete.
» In Google Forms, open a form.

» Click Add Section =
» Name the new section.

4. Duplicate a Question, Image, or Section
Questions or Images

» Click a question or image.

> Click Duplicate T
Sections

» Click a section header.

» Click More
» Click the Duplicate Section.

5. Reuse Questions From Previous Forms

» In Google Forms, open a form.
At the right, click Add question @ > Import questions 2.
Click the form with the questions you want to import > Select.

On the right, click the box next to each question you want to add.
Click Import questions.

VVVY V
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6. Delete or Edit Items
To edit a question, header, or description, click the text you want to change.

Questions or Images
» Click a question or image.
» Click Delete .

Section
> Click a section header.

> Click More :
> Click the Delete section.

7. Reorder a Section
» If you have more than one section, you can change the order.

> At the top right of any section, click More
» Click the Move section.

» To move a section, click Up ™ or Down

Undo an Action
» If you want to undo a recent change:

> At the top right of your form, click Undo ©.

8. Randomly Order Questions and Answers

You can have questions and answers appear differently for everyone who fills out
your form.
Note: Questions and answers will only be shuffled once per email address. Ensure each
address is entered separately and not sent to a Google Group.

Shuffle Question Order
Important: If you want your questions to appear in a specific order, you should not shuffle
your questions.
» At the top of the form, click Settings.
» Next to “Presentation,” click the Down arrow
» Under “Form presentation,” turn on the Shuffle question order.

v

Shuffle Answer Choices
You can shuffle answers to multiple-choice, checkbox, and drop-down questions.
» Click the question you want to shuffle answers for.

> In the bottom right, click More :
» Click the Shuffle option order.

V. Make Form a Quiz
To make the form a quiz, do the following

» Select Setting on the form tab

» Select Make this a quiz

» and then choose whether to show the results immediately after the form is
submitted or later once you review the answers. If you choose the latter, your form
will need to require respondents to sign in with their Google account.
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Questions  Responses  Settings Total points: 0

Settings

Make this a quiz .
Assign point values, set answers, and automatically provide feedback

RELEASE GRADES

(® Immediately after each submission

(O Later, after manual review
Turns on Responses — Collect email addresses

RESPONDENT SETTINGS

Missed questions .
Respondents can see which questions were answered incorrectly

Correct answers .
Respondents can see correct answers after grades are released

Point values P
Respondents can see total points and points received for each question

You can then show missed and correct answers and a value for each option if you'd
like.

With that enabled, you'll see a new Answer Key button on the bottom left of each
question. Click it, then select the correct answer for the question. You can optionally add
answer feedback both for correct and incorrect answers.

Choose correct answers:

16GB=? L points
1024 KB
(® 1024MB v
1024 GB

B) Add answer feedback

Done

Note: quizzes only work with multiple choice, checkbox, and dropdown questions.

VI. Share the Form and Collect Responses

1. Share Form

Click the Send button in the top-right to share the form via email or social networks, copy
a link, or get an embed code to add it to your site.

Send form X

[J collect emails

Send via & o) <> [ £ ¥

Link
https://forms.gle/NPMHFdrwZ8AUJVSF8

Shorten URL
Cancel Copy
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With the link, you can either copy a full-length link or get a shortened goo.gl/forms/ link to
share more easily on social networks. The embed option includes width and height options
to fit the form within your site's design.

2. View and Manage to Form Responses
View Responses

View Responses by Question

» Open a form in Google Forms.
» At the top of the form, click Responses.
» Click Summary.

View Responses from the Person

See answers by the person or, if you allowed people to submit the form more than once, by
submission.

Open a form in Google Forms.
At the top of the form, click Responses.
Click Individual.

To move between responses, click Previous ¢ or Next 7 .

Y VVVY

Note: Click the Down arrow to select from a list of responses ~

View All Responses in a Spreadsheet

Quickly see all responses in a spreadsheet.

» Open a form in Google Forms.
» At the top of the form, click Responses.

> At the top right, click Create Spreadsheet i

Important: If you’ve shared a form with a collaborator, they may also have access to the
form’s linked spreadsheet. If you want to remove a collaborator, you'll have to remove
them from the form and the spreadsheet separately.

a Pre-test for Digital Literacy [ ¥ seosIER: @
ssssssssssssssssss @ setinss
2 responses H
===
g responses @)
Summary Guestion ndividual

impSs-Sy (hErgie):
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BB Summary -

Google Forms is a survey administration software included as part of the free,
web-based Google Workspace suite offered by Google. It’s easy to use and one
of the simplest ways to collect data. With the form you can:
o Take surveys
o Plan events
o Manage registrations
o Create quizzes
When you create a form, you can add different types of questions, such as:
o Short answers
Paragraphs
Multiple choice
Checkboxes
Linear scale
Multiple choice and checkbox grid
File upload
Date and time

O O OO O O O

o> D =

.";' Questions

What is an online survey tool?

What is Google Form?

Describe each question type of Google Form.

How many questions types can you create with the quiz?

Where can you download form data to a spreadsheet file?
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C= Exercises

I Y-Y (NHAjIS):

Short answer text

1. Create a form as the following:

IS SE-Y (NHAJNEIN)*

Short answer text

wwegin (Imgrmy) *

Short answer text

>
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Q= Exercises

2. Create a form for the exam:

a. Select your major.

b. Create a form for the exam with your major.

c. Each question should include:

1.
il.
iii.
iv.
V.

Vi.

Short answer
Multiple choice
Check box

Drop down
Multiple choice grid
Check box grid

d. Add required type if needed.
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Introduction:

Finding and getting correct information is significant. This lesson will cover the new term
“Media and Information Literacy”. At the end of this lesson, you will be able to:

e Define the meaning of MIL
e (lassify the type of MIL and MIL element
e Understand the advantages of MIL

When you have finished this lesson, you understand:

I MIL
II.  Why We Use MIL
I11. The 5 Elements of MIL
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Lesson 25 Media and Information Literacy

I. What is Media and Information Literacy?

“Literacy” is the ability to read and write. “Media and information literacy” (MIL)
is the ability to use many types of media safely, wisely, and responsibly. MIL is a set of
competencies that enables a person to access media, analyze media content, create new
media messages, reflect on existing media content, and take action with media. Media and
information literate people can better understand complex announcements from newspapers,
books, radio, television, billboards, websites, social media, and all other forms of media.

They can better recognize disinformation, know how to verify information, and can produce

media messages themselves.

I1. The Importance of Media and Information Literacy
Media literacy is essential because it helps people understand the messages that are
being communicated to them. With so many sources of information today, media literacy

can help people identify reliable sources and filter through the noise to get to the truth.

1. Inherent Media Bias

Media literacy can help people recognize biases in the media and how they may
affect their perception of an event or issue. For example, a conservative news outlet might
only cover terrorist attacks to make people afraid. That same media organization may also
use emotional language to make readers feel negatively toward refugees and immigrants
coming into their country. On the other hand, a progressive news site may promote equality
for all genders or highlight how poverty affects minority communities. By recognizing those

biases, we can decide how to respond to these sometimes-emotive topics rationally.

2. Media Literacy as an Educational Tool
Media literacy can also be used to learn about new ideas, cultures, and perspectives

that may not have been previously considered. Understanding media may help you do better
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at school or work (e.g., writing a persuasive essay). Media literacy can also help people
decide what they want to learn more about to fill in the gaps in knowledge the traditional

media may have left out.

3. Taking Charge

The more aware we are of what’s happening around us in our communities, schools,
and workplaces, the better equipped we’ll be to create change. For example, we can use the
media we consume to inform ourselves about what’s happening in our nation and world. The
more aware we are of how certain groups are underrepresented or misrepresented by
mainstream media, the more will be the impetus for these groups to take charge of their

representation through social media platforms like Twitter and blogs.

4. Critical Thinking
Learning to analyze media critically provides students with skills they need when
entering college or starting their careers. A student who has mastered media literacy skills
may comprehend a news article and understand how the reporter is framing it, read between
the lines of social media posts for bias or intent, and spot an advertisement from afar on TV.
Media literacy is a skill that has been a part of the curriculum for decades, but its
importance is at an all-time high. Not only does it allow students to analyze media in their
lives and communities critically, but it also prepares them for college or careers.
Media and information literacy can help people:
e Develop critical thinking skills
e Understand how media messages shape our culture and society
o Identify targeted marketing strategies
e Recognize what the media maker wants us to believe or do
e Name the techniques of persuasion used
e Advocate for changes to the media system
e Recognize bias, disinformation, and lies
e Discover the parts of the story that are not being told
e [Evaluate media messages based on our own experiences, skills, beliefs, and values

e Create and distribute our own media messages

II1. The S Elements of Media and Information Literacy

1. Access
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Access is the first step in media and information literacy, and it focuses on learning
to find and understand media messages and how to use media technology. With this skill,
you will learn how to find and share accurate information relevant to what you want to see.
Access is a unique feature of the media, requiring an individual to use different media skills.
For example, to find information on the Internet, you must be proficient in technology. You
need to know which keywords are right for typing into search engines and which source
URLSs should be clicked on.

People must gain the skills and ability to use all kinds of media. It is impossible to be an
expert at using every technological tool and dealing with every type of content. The objective
is having better access to online tools, information, and software to make sense of media and

use information.

2. Analyze

Analyzing information is the second step in media and information literacy. Someone skilled
at analysis can interpret and evaluate various forms of print and non-print messages, such as
photos, texts, news, videos, or video games. Trainees must be guided to develop strategies
for interpreting, evaluating, and analyzing print media, like books and newspapers, along
with visual media, like video and photography, audio media, like radio and music, and digital
media, like video games, websites, and social media.

People with analytical skills must consider the medium’s author, purpose, point of view, and
message. This is key to understanding what assumptions certain messages are built upon and
how they are constructed. Trainees must also learn how important it is to consider a
message’s target audience, quality, authenticity, and credibility. They also should understand

the message’s potential effects or consequences.

3. Create

Creation, the third step in media and information literacy, involves trainees learning
to create their own media messages. These can be anything from a text, a drawing, or a
collage to social media posts, photos, videos, or multimedia products. The type of messages
they create depends on their access to specific media technologies and their production skills.
Previously, media messages were created using only pens, pencils, and paper. Today, we
can use digital devices such as computers or smartphones to produce text, audio, images,
music, video, podcasts, digital blogs, websites, animation, and computer games. You can
create media messages in this way to express your thoughts and ideas or share your

knowledge and experience with the public. But you need to be able to express ideas and

244



Lesson 25 Media and Information Literacy Part 2: Media and Information Literacy

creativity to share digital media. Sharing what we have created helps us be more confident
in expressing our opinions and sharing our work. Creating a good media message requires
the participation and cooperation of each other because each of us has different abilities and

talents.

4. Reflect

Reflection is the fourth step in media and information literacy. Improving this skill
requires critical thinking, knowledge about media, and considering one’s everyday media
experience. When we reflect, we think about the impact that media messages and
technologies have on the individual and society. On a personal level, we may use media to
communicate, entertain, or get information. On the level of organization, media messages
influence public discussions and perceptions. In addition, shared media experiences help
shape a generation’s identity or society.

Personal media habits and online activities affect people’s identity, self-esteem, and

relationships.

5. Take Action

Taking action is the fifth and final step in MIL education and builds on all the
previously trained competencies. The idea behind taking action is that trainees use the media
to achieve specific goals. For instance, they could create a social media campaign to raise
awareness about environmental protection. The concept of becoming active is included in
MIL education because trainees must take what they have learned inside the classroom out
into the world where they can impact society. Ideally, training should connect the classroom
to local, national, or global social and political issues trainees care about. Community
members can use their newly acquired knowledge and skills to work individually and with
others to make their voices heard on a larger scale. In doing so, they can improve the lives
of their families and the situations in their hometowns, schools, universities, communities,

and the world.
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Part 2: Media and Information Literacy

-

e “Media and Information Literacy” (MIL) is the ability to use many types of
media safely, wisely, and responsibly. MIL is a set of competencies that enables
a person to access media, analyze media content, create new media messages,
reflect on existing media content, and take action with media. Media and
information literate people can better understand complex announcements from
newspapers, books, radio, television, billboards, websites, social media, and all
other forms of media. They can better recognize disinformation, know how to
verify information, and can produce media messages themselves.

o Media and information literacy can help people:

(@)

(@)

e Five elements of media and information literacy

(@)

(@)

BB Summary ~

Develop critical thinking skills

Understand how media messages shape our culture and society

Identify targeted marketing strategies

Recognize what the media maker wants us to believe or do

Name the techniques of persuasion used

Advocate for changes to the media system

Recognize bias, disinformation, and lies

Discover the parts of the story that are not being told

Evaluate media messages based on our own experiences, skills, beliefs,
and values

Create and distribute our own media messages

Access
Analyze
Create
Reflect

Take action
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*  Questions

1. What is “Literacy”?

2. What is MIL?

3. Why is MIL important?

4. How can MIL can help you?

5. What are the five elements of MIL? Describe each element.
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Introduction:

In today’s world, getting in touch with regular updates is necessary. No matter what the field is,

one must know the important facts. In this case, the media is the only way to help us. A person

can learn the most relevant and needed news through the media. At the end of this lesson you will
be able to:

Define the meaning of media

Classify the types of media

Define the form and characteristics of media
Define the core concepts of media

When you have finished this lesson, you will understand:

L.
II.
II1.
IVv.

Media

The Forms and Characteristics of Media

The Difference Between Traditional and New Media
Five Core Concepts of Media.



Lesson 26 Media Part 2: Media and Information Literacy

Lesson 26 Media

I. Understanding Media
1. What is a Medium?

The term medium can be defined in several different ways. According to
dictionary.com, a medium is “one of the means or channels of general communication,
information, or entertainment in society, such as newspaper, radio, or television”. A medium
is used to transport messages between people. These messages aren’t shared directly face-
to-face but indirectly via a letter, a radio program, an email, or a billboard. In these
exchanges, the messages are encoded by the person sending them (the media maker or

makers) and decoded by those receiving the message (the audience). These messages are

referred to as media messages.

I1. Forms and Characteristics of Media
The emergence of media began with the development of written languages. For the

first time, people were able to write down and copy a message over and over again. They
could share these messages with others far away or who lived years, decades, or centuries
later. Different forms of non-electronic print media are used to this day:

— Bulletins and notices

— Newspapers and magazines

— Letters

— Books

— Comics

In the 20th century, media technology developed rapidly. Broadcast media like radio
and TV were perfected and became ubiquitous. Movies went from silent and black-and-
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white to sound and color. Since the start of the 21st century, computers and digitalization
have enabled new media technologies and experiences. Examples of electronic and non-print
media include:

— Radio -

Television

— Cinema

— Computers (CD-ROM, USB flash drive)

— Video games

— Email

— Audio recordings

— Mobile phones

— E-books

There are many ways to categorize media. For instance, we can distinguish between
broadcast media designed to reach a large audience (radio, TV) and print media (books,
billboards, newspapers). We can differentiate between one-way communication (e.g., print
and broadcast media) and two-way communication (e.g., social media), where there is a
direct interaction between the sender of the media message and its receiver. You could also
categorize media into four types: print, visual, sound, and digital.

— Print: books, newspapers, magazines

— Visual: movies, television, photographs, drawings

— Sound: radio, recorded music, CDs, MP3 audio files

— Digital: internet, email, video games, social media

All these categories only serve as a rough orientation since many media forms and
technologies are fluid. They can spill over into other categories. For instance, radio is a one-

way broadcast medium, but call-in programs add elements of two-way communication.

1. Newspapers and Magazines

Traditionally, newspapers and magazines
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were printed media, but nowadays, many are

published electronically on the internet. Funding

B
s i e

St :
3 for newspapers and magazines often comes from

companies, interest groups, private individuals,
and sometimes the state. Media makers include
print and photojournalists, editors-in-chief,

typesetters, designers, printers, and (online)

249



Lesson 26 Media Part 2: Media and Information Literacy

programmers. They use headlines, written text, different font sizes and colors, drawings,
caricatures, and photographs to express their messages. Most print media are published
regularly and frequently: daily, weekly, or monthly. Their frequent publishing schedules
allow them to report on current stories and events and provide background information.
Newspapers and magazines generate income through subscriptions, direct sales, and
advertisements. Newspaper and magazine owners, who spend money to finance the medium,

often want to influence the selection of topics and steer the direction of editorial viewpoints.

2. Books

Traditionally, books are a printed

medium, but nowadays, some are also

HL

published as e-books, which can be read

QHYHOIN

on a tablet, computer, or e-book reader.
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publishers and companies. Media makers

Buyeg pasog uouseny) JO §jaIaG ,‘

include authors, editors, typesetters,

publishers, and printers or programmers
(for e-books). They express their messages through the book’s contents, which can consist
of text and illustrations, but also through the book’s title and cover, composition and design,
illustrations, and information about the book and author. Books can be categorized according
to their content, e.g., fiction, non-fiction, guidebooks, or textbooks. The time needed to
create a book ranges from a few months to many years. Income is generated through the
book’s sales. To increase sales, many publishers spend money on advertising in newspapers,

radio, television, posters, and the web.

3. Radio

Radio is a non-printed, electronic medium.
Nowadays, many radio stations also broadcast via
the internet. Funding for most radio stations comes
from companies or private individuals. Sometimes
the state also owns radio stations, and in rare cases,

AM 520 700 900 1150 14

even local communities do. Media makers include

VOLUME

radio journalists, producers, on-air hosts or

moderators, editors-in-chief, news editors, and

musicians. A radio station can go on air with just a
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few people involved, sometimes as few as a moderator, technician, and news editor. Many
radio programs are pre-produced before broadcasts, and moderators often receive
introductory texts from journalists to read before their news stories or features are played.
Media messages are expressed by selecting program content, voices, spoken language,
music, and sounds and contain (current) information and entertainment. The time needed to
create a radio broadcast ranges from minutes to weeks or even longer, depending on the
radio show and the particular topic. The station’s income comes mainly from advertising
slots it sells. Some radio stations receive funding from their owners or through listener fees.

Community radio stations often rely on donations.

4. Movies

A movie is a non-printed, electronic medium generally
first shown in public movie theaters or distributed through
streaming services like Netflix, Amazon Prime Video, or
Disney+. Later, they are released on DVD or Bluray discs or
shared through the internet (often illegally). Funding for movies
is complex. Before a film is made, the author and the director
look for someone to finance it. The money needed to make a
movie varies but is often costly.

Funding can come from private individuals (a producer
or producers) or large production companies. Often movies are co-financed by television
stations or big companies in return for product placements in the film (e.g., the hero might
drive a Mercedes, BMW, or another specific car brand). Hundreds or even thousands of
people are involved in the production of a movie. They include directors and co-directors,
authors, actors, camera operators, sound designers, costume makers, location scouts, stunt
performers, and special effect editors, to name just a few. In movies, the media messages are
expressed via the genre, story, dramatization, setting, characters, acting, costumes, visual
feel (brightness or darkness, colors), sound elements (voices, music, sound effects), and
editing. The time needed to create a movie range from around half a year to several years.
Films generate revenue through ticket sales, DVD or Blu-ray disc sales, merchandising, and
fees paid by TV channels for broadcasting rights or by viewers for digital streaming rights.
To increase ticket sales, moviemakers usually spend money on advertising (cinema trailers,

posters, television, or online advertisements) to attract the broadest possible audience.
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5. Television

Television is an
electronic = medium.  Many
television shows are also put
online and can be viewed online.
Funding for television channels
comes from the government,

viewer fees, or companies or

T — 7 L 1 individuals. In some countries,
citizens donate money to fund television broadcasters. Media makers include program
directors, on-air hosts or presenters, television journalists, editors-in-chief, news editors,
camera operators, sound engineers, video editors, actors, celebrities, politicians, and
musicians, to name just a few. The selection of program content expresses media messages,
the program content itself, the choice of hosts or moderators, written and spoken texts,
visuals, and sound effects. The time necessary to create a television program varies from a
few hours to a month or more. Most income comes from the sale of advertising slots. In
some countries, tax money is used to support television channels that the government owns.
If a company or private individual spends money to fund a television channel, they often

want to influence the channel’s selection of topics and steer its editorial viewpoints.

6. Video Games

Video games are an
electronic medium. They can be
played on game  consoles,
computers, and  smartphones.
Depending on a game’s complexity
and scope, the funding for video
games comes from the game
industry and sometimes from

private programmers or start-ups.

Media makers include authors, art directors, game designers, programmers, cOmposers,
sound designers, and more. Media messages are expressed by the genre, setting, story,
interactive options, the game’s objective, the language used, and the game’s audio and visual
design. The time needed to create a video game depends on its complexity and the platform

it is made for and ranges from one day to a few years. Most income comes from selling the
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game to target audiences, advertisements before or during the game, merchandising and

selling in-game features.

7. Internet (Computer/Smartphone)

The internet is an electronic medium.
It can be accessed using special hardware like
computers, smartphones, tablet computers,
game consoles, and e-book readers. The lack
of specific funding for the internet sets it apart
from other media. Companies, governments,
and private individuals own certain websites,
blogs, and internet platforms that many people
use, such as YouTube, Facebook, and Google. It is hotly debated whether sites like
Facebook, Instagram, and YouTube are media or just platforms that provide a service for
content creators. If they are considered media in their own right, they share the editorial
responsibility for the content and comments users post. This would increase their
responsibility for monitoring discussions and deleting offensive posts, hate speech,
disinformation, or fake profiles. Media makers on the internet include people who provide
content, programmers, web designers, IT specialists, authors, journalists, and media makers
from traditional media outlets whose content is reposted on the internet. The interconnection
of all media content on the internet is called media convergence. Media messages are
expressed through images, videos, audio, and text, and through their design, style, and
interactive options. The time necessary to create internet content depends on the content and
can range from seconds to months. On-screen advertisements generate the most income
through selling user data. Internet content is usually not posted to generate income but to
provide information and spread ideas, as well as for self-expression and socializing with

others.

6. Social media (Computer/Smartphone)

Social media are platforms on the internet, thus an electronic medium. Social media
can be used on computers, tablet computers, and smartphones. Funding for social media
comes from companies, individuals, or start-ups. The world’s biggest social media platform,
Facebook, was developed in 2004 by then-20-year-old Mark Zuckerberg and others. It is

now operated by Facebook, Inc. Media makers include programmers, web designers, and IT
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G 9 specialists who provide the
8 platform and billions of
l @ ' network  users,  generally

videos, and audio. The time it takes to create content for social media is usually short,

individuals, companies, or

@ groups of people who produce

and share content. Media

messages are expressed mainly

u by text, images, shared links,

ranging from a few seconds to a few hours. Income for programming and managing social
media platforms is generated by selling on-screen advertising and user data to companies,
institutions, or governments willing to pay for the data. Most users do not earn money with
their content. Famous bloggers, video bloggers, YouTube stars, and influencers can make
money through advertising or when companies pay for product placement. The more

followers these individuals have, the more money they can drive.

I1I. Traditional and New Media
A popular way of categorizing media is between traditional or analog media and

digital or new media. The watershed moment was computerization and digitalization that
took place at the end of the 20th century, and the beginning of the 21st. Media that existed
before that time are sometimes referred to as “traditional media”. Those that were invented
later are called “new media”. Analog media content is printed on paper, recorded on tape,
film, or a record. It is disseminated as printed material via radio waves or terrestrial TV
signals. Traditional media include newspapers, books, letters, radio, and TV. These days,
however, a lot of media content is digital. It can be reproduced and shared electronically
without losing quality, often through the internet. Media that only evolved thanks to

digitalization include social media, blogs, and email.

IV. Mass Media and Mass Communication
Mass media are various media technologies that aim to reach a large audience (such

as books, newspapers, radio, television, films, recorded music, websites, and
advertisements). Usually, the messages of a mass medium are one-way: broadcasters or
publishers create media content like radio or TV programs or books, and the audience

consumes them without having a chance to interact with the creators.
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MASS MEDIA

In mass communication, the media makers creating the content are small because

these media are expensive to produce. They disseminate their media messages to the public
to achieve specific goals, ranging from making money to fame or gaining influence and
power. Mass media makers can profit through advertising or by selling the music, films,

television shows, and video games they have produced.

V. Media Messages
Media messages are messages that are sent and received via a medium. They can

include text, images, sound, or video. A media message can contain information, facts,
experiences, opinions, feelings, thoughts, and impressions on any topic. Media messages are
created by media maker(s). These can be professional journalists producing radio or TV

programs or average people sending letters and text messages or posting on social media.

Media messages often use verbal and nonverbal communication. Verbal
communication means communication through spoken or written words and phrases. Verbal
statements are made up of both the content and meaning of the terms and how they are used.
For example, the media message can differ depending on whether the media maker uses long
or short phrases or if the message uses simple or complicated language with foreign words.
Non-verbal communication is communicating by sending and receiving messages without
using words. It relies primarily on visual and auditory messages. These can include a

person’s facial expressions, tone of voice and gestures, images, music, sound, emoticons
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such as :-), and emojis. Non-verbal cues can help people interpret media messages: if
someone smiles while saying something, we understand they are friendly and might even be
joking. If they frown or shout, we realize that the message is serious and could involve
conflict. In written media messages like letters, books, and text messages, these non-verbal
cues are missing. Emoticons and emojis were invented to add an emotional dimension to

text messages.

VI. The Goals of Media Messages
Media messages and media products are created for a variety of reasons. They

inform, entertain, influence public opinion, and help people and companies make money.
This applies to traditional media like TV or radio, movies or newspapers created by
professional media makers, and to social media messages posted by ordinary people. Most
media messages pursue several aims at the same time. The main goal of a TV show, for
example, is to generate revenue for the TV station and its owners. But further goals may be
to entertain the public, shape public discussion, or influence how society thinks about
specific issues.

When ordinary people post messages on social media, they usually aim to entertain,
inform, or present a positive image of themselves. Only a small group of “influencers”

manage to make money with social media messages or affect how others think or feel.

VII. Manipulation of Media Messages
It is important to recognize that media convey ideological and value-based messages. This

occurs because the person or company financing a medium is pursuing a specific goal and because
a media maker’s point of view consciously and unconsciously influences the media messages.

First, media makers decide which stories are covered and which are not. This means
the public may never find out about “the other side” of an issue or may never find out about
the topic at all.

Second, it is technically possible to manipulate media messages like photos and
videos. There is a fine line between editing an image to improve its quality with photo editing
software and running it, and altering an image for other reasons, and thereby changing its
message, impact, or meaning. Videos can also be manipulated using more advanced tools
such as facial recognition, algorithms, and artificial intelligence. These forms of controlled
video messages are known as deep fakes.

Third, the media use a language of persuasion. Professional media makers have
studied the tools and means of enhancing the impact of their media messages. Scientists have
found that media are most potent when they operate emotionally. Music in film or TV scenes
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is a common way to heighten people’s emotions. Other methods include showing people
very close up in a photograph, advertisement, or film and providing information in the form
of a personalized story in a news report, newspaper, or documentary. Some media makers
will manipulate messages to enhance their emotional impact and draw the audience into an
article, for example, by using a dramatic headline that is not entirely true. The power of
emotionalized or sensationalized media messages can also be seen in the rapid spread of
disinformation on social media. Stories that evoke strong emotions like outrage, disgust, or

even hatred get more attention and are often widely shared.

VIII. The Five Key Questions to Ask When Analyzing Media Messages
Media transmit messages shaped by the media makers’ values, ideologies, and

intentions. The audience needs special analytical skills to identify these underlying value
systems, motivations, and creeds. That’s why educators should focus on developing trainees’
critical thinking skills. Trainees should be encouraged to ask critical questions about media
messages routinely.

The Center for Media Literacy (medialit.org) has developed five key questions as a starting
point for the analysis of any media message or piece:

Who created this message? (Authorship)

What creative techniques are used to attract my attention? (Format)

How might different people understand this message differently from me? (Audience)
What lifestyle, values, and points of view are represented in, or omitted from, this message?
(Content)

5. Why is this message being sent? (Purpose)

el e

Answering these five questions can lead to further questions that may result in “aha”
moments and deeper understanding.

For example, a follow-up question about authorship could be, “Who else was
involved in creating this message, and what choices did they make?” For a deeper analysis
of a message’s format, a question like, “What do I notice about the way the message is
constructed?” can be helpful. And to better understand how other people might interpret a
media message differently, one could ask, “How close is the portrayal to my own experience
or the experiences of others?”” A question like, “What is the overall worldview this message
conveys?” helps analyze its content. One could also ask, “Who profits from this message
and who pays for it?” to reflect on its purpose critically.

Practicing the five key questions will deepen one’s understanding of media and
media messages, especially how and why they are created. Trainees will learn to make

informed choices about accepting or rejecting explicit and implicit media messages.

257



Lesson 26 Media Part 2: Media and Information Literacy

IX. Five Core Concepts of Media
The five core concepts of media are directly linked to the five critical questions

discussed earlier:

1. Authorship: All media messages are ‘constructed’.

2. Format: Media messages are constructed using creative language with its own
rules.

3. Audience: Different people experience the same media message differently.

4. Content: Media have embedded values and points of view.

5. Purpose: Most media are organized to gain profit and or power.

These concepts sound very abstract at first. Trainees will probably need time to
understand them. That is why starting with the five key questions is a good idea. Each answer
to a question or follow-up question will carry the trainees closer to understanding one of the

key concepts and thinking critically about media.
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-

e A medium is “one of the means or channels of general communication,
information, or entertainment in society, such as newspaper, radio, or television”.
A medium is used to transport messages between people.

e You could also categorize media into four types: print, visual, sound, and digital.

(@)

(@)

(@)

(@)

e The watershed moment was computerization and digitalization that took place at
the end of the 20th century and at the beginning of the 21st. Media that existed
before that time are sometimes referred to as “traditional media”. Those that were
invented later are called “new media”.

e five critical questions as a starting point for the analysis of any media message or

piece:

(@)

(@)

(@)

(@)

e The five core concepts of media are directly linked to the five critical questions
discussed earlier:

1.

2.

BB Summary

Print: books, newspapers, magazines
Visual: movies, television, photographs, drawings
Sound: radio, recorded music, CDs, MP3 audio files

Digital: internet, email, video games, social media

Who created this message? (Authorship)

What creative techniques are used to attract my attention? (Format)

How might different people understand this message differently from me?
(Audience)

What lifestyle, values, and points of view are represented in, or omitted
from, this message? (Content)

Why is this message being sent? (Purpose)

Authorship: All media messages are ‘constructed’.

Format: Media messages are constructed using creative language with its
own rules.

Audience: Different people experience the same media message
differently.

Content: Media have embedded values and points of view.

Purpose: Most media are organized to gain profit and or power.
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. ;° Questions

What is media?

What are non-electronic print media and electronic and non-print media?
How many categories of media are there? What are they?

What is the difference between mass media and mass communication?
What is the media message and critical questions to analyze about media?

What are the five core concepts of media?
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Introduction:

Every day there is news and information shared through the media. That information is both true
and false. We only have a hard time classifying it if we know MIL. At the end of this lesson, you
will be able to.

e Define the meaning of news and information
e Define misinformation, disinformation, and malformation
e Evaluate information and news in the media

When you have finished this lesson, you will understand:

I.  Information
II.  News and Information
III.  Questions News Needs to Answer
IV.  The Ethical Standard of Journalists
V.  Getting Good Information
VI. Misinformation, Disinformation, and Malformation
VII.  Why Disinformation Spreads Quickly on Social Media
VIII.  How to Evaluate Information (Misinformation, Disinformation)
IX.  The Values of News



Lesson 27 News and Information Part 2: Media and Information Literacy

Lesson 27 News and Information
I. Information
Information is anything that informs. It includes knowledge obtained through

research or investigation, factual data, or instructions. Information should be timely,
accurate, relevant and increase our understanding. Journalists work with information. They
analyze, verify, and write it in language that is easy to understand to present their audience

with a balanced perspective on a story.

1. Information Source

An information source provides information. Documents, speeches, videos,
websites, photographs, and people are all examples of information sources, as are media like
newspapers and radio shows. Journalists might use individual sources of information in
researching a story but are rarely completely neutral. That’s why the journalist must consider
where the information is coming from, why it is being shared, and to what extent the
information source can be trusted. Because of this, most journalists work with the “two
sources” principle to check the authenticity of the information they are dealing with. If two
sources that are independent of each other provide the same information, it is more likely

that the information is true.
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When considering the neutrality of media as information sources, it is helpful to look
at who provides the information and who owns and controls the media outlet. Is it owned by
an entrepreneur, a government, or a private company, or is it independent? The owners of
private media outlets often have an agenda, such as promoting a political opinion. An
independent media outlet can also have its agenda, such as supporting a political opinion
that contrasts with the government’s point of view. It can also be useful to consider what
motivates an information source. Is the source interested in making money, pushing an
agenda, or informing the public?

The rise of social media has made the information landscape more complicated.

Social media platforms can be quality information sources full of disinformation: rumors,
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Lesson 27 News and Information Part 2: Media and Information Literacy

lies, hoaxes, propaganda, and clickbait. Users are confronted with a mix of high and low-
quality information in their newsfeeds and must individually determine the truthfulness of
every post. For this, they need basic knowledge about how the platforms work and how to

judge whether a post is likely to be true or false.

I1. News and Information
The word news comes from the word “new”. News is new, important, relevant, or

interesting information to a specific audience. The information on social media comes from
various sources: private individuals, groups, and professional media organizations, to name
just a few. Each of these has a different idea of what is newsworthy, and the quality of what
they post may differ widely.

In professional journalism, what counts as news depends on various factors, such as
the time and location where something happened, the target audience, and an editor or
reporter’s judgment. For instance, the robbery of a shop in a small village is important news
for a local newspaper because it is relevant to the local community. But the same story is
unlikely to be considered newsworthy by the national press or by a reporter in a different

country.

II1. Questions News Needs to Answer
News in professional media outlets should inform the audience about what

happened, when and where, and who was involved. A good news article will also explain
how and why something happened. When looking for the answers to these questions,
consumers should remember that the answers and the way the news is written might not be
neutral. For example, reporters might have different opinions about why something
happened, depending on political opinions, upbringing, circle of friends, etc. They may also
come up with different answers to the key questions depending on whom they interviewed
for their news story or how thoroughly they did their research. Good journalists will report
neutrally and present the different sides of a story. But no one, even the best journalists, is
completely neutral. Different people often see the same information differently, which can
be interpreted or presented in various ways. Media messages reflect the values and points of

view of media makers.

IV. The Ethical Standards of Journalists
Journalists are responsible for the accuracy of their work. They must conduct

research and consult various sources to verify their story. Journalists must be objective when
reporting news and neutrally report the facts. They must inform their readers about where
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they got their information by attributing it to sources or witnesses, for example. This makes
their work more transparent and credible. It allows the audience to form opinions by seeing
where the information came from. Journalists should also strive to present information in a
way their audience will understand. They should avoid using words that sensationalize or
evoke strong emotions. They should rather use neutral, factual, and clear language. Finally,
journalists must consider the effects of their reporting: what will the consequences be for

their sources or the people they quote? What feelings or reactions will their writing provoke?

V. Importance of Access to Information
Being informed about what is happening in your community, country, and the world

is important for understanding society. It also lets you understand how what happens in other
parts of the world can affect you personally. For instance, if there is a bad harvest in one
country, the price of certain foods could also increase in your country as people scramble
for goods. People who are informed can better identify problems in their societies and take

steps to solve them.

VI. Getting Good Information
There are many ways to become informed. Reading newspapers and websites,

listening to the news on the radio, or watching it on TV are good ways to stay informed
about current affairs. It can be a good idea to look at the news from a few different media
outlets since they will report differently on some news stories. Or one outlet may choose to
include news stories that others have ignored. You can also get informed by talking to people
and reading posts on social media platforms like Facebook or Twitter. This will give you an
idea of what other people think about what is happening in the news. However, staying
informed through social media can be difficult because the platforms contain much false
information, rumors, and gossip. Much of the information on social media comes not from
professional journalists trained to fact-check and report objectively but from individuals not

trained as reporters.

VII. Misinformation, Disinformation and Malformation
When speaking about false or harmful information, we can be more accurate if we

use the terms misinformation, disinformation, and malformation. UNESCO and many others
have appealed to journalists, policymakers, and citizens to use these three terms instead of
“fake news”. UNESCO avoids “fake news” because the expression has become politicized.
Some people in power are using it to discredit the news industry and undermine reporting
that they don’t like.
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Misinformation is information that is false but not intended to harm. Misinformation
can happen accidentally when journalists do not research accurately or make mistakes in
their writing, for example, inserting an incorrect date or figure into a story.

Disinformation is false or partly false information that is deliberately created or
disseminated with the explicit purpose to harm. Producers of disinformation make up one-
sided stories for political, financial, or ideological reasons, e.g., influencing public opinion
on certain issues to create public pressure.

Malformation is information that may be true and factual but that is not meant for
publication and that is leaked to cause harm, for instance, secret diplomatic documents
exchanged between a government and its embassies abroad. Other forms of malformation
published to harm are hate speech and online harassment.

Social media contains many mis-, dis-, and malformation, and newsfeeds are
generally a mix of high and low-quality information. It often is hard to tell at first which is
which. On social media, we must decide for each story whether it is quality information or
falls into the mis-, dis-, or malformation categories. This phenomenon of an unstructured,

chaotic information supply is called information disorder.

VIII. How Disinformation Spreads Quickly on Social Media
In the age of social media, publishing information is not limited to trained

professionals. Anyone can post and comment on anything. There are neither fact-checkers
nor editors to verify whether a story is true and whether it is ethical to publish it. So, in
addition to useful and accurate information, there are a lot of rumors, gossip, lies, half-truths,
satire, and hate speech. People hear something, get emotionally charged or involved, and
decide to vent their anger or express their joy by immediately posting or sharing. They often
publish or share before checking whether the information is true, having been driven by their
hearts, not their heads, to make something public. When other social media users see these
highly emotional or sensational stories, they can also get an emotional charge and
immediately share the content or comment on it. As emotions build, those comments can
become more and more radical.

The more interaction a story or post gets, the more “weight” the social network gives
it, meaning it is much more likely to appear on users’ timelines. So, one small false story or
allegation with an effective emotional trigger can quickly go viral. It can become an
avalanche that buries the truth beneath it.

Some people aware of these mechanisms deliberately produce disinformation to

make money. They create websites for stories they know people will get worked up about,
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comment on, and share. The more exposure these stories get, the higher the revenue is from
online advertisements on these websites and the more money the creators of the

disinformation make.

VIII. Learning to Evaluate Information (Misinformation, Disinformation)
As a media consumer, it is important to distinguish between different kinds of content

to understand the difference between an editorial, for example, and a news article. Editorials
express the opinion of an individual, often a journalist or editor, and usually include news
and facts to make their case. Professional media separate editorials from news journalism
and identify them as opinion pieces so the audience understands. News articles should not
include the opinions of journalists or editors. So, when analyzing news, consider whether it
is neutral or contains opinions, who wrote the piece, why they are sharing the information,
and what other people might think of it. Does it include two sides of the story? Is the audience
free to form an opinion after hearing the different sides? Or is the journalist suggesting one
way to interpret the facts? Sometimes what is not reported can be an indicator of
manipulation. What stories are not covered? What voices are left out? Another sign of
manipulation or biased reporting can be how much time and space the medium gives a
certain topic: do the time and space reflect the relevance of the story or are the media

exaggerating the importance of one topic to divert attention from other issues?

IX. The News Values

News must be new, relevant, and interesting. News values are a set of criteria media
makers use to determine how important or newsworthy a story is. They can help journalists
decide how to report on a topic, for example, whether it is so important that it should fill the
front page of a newspaper or whether it is of lesser relevance and be presented in a smaller
column on a page further back in the paper. Some general values help media makers
determine how newsworthy a story is. However, individual media also have specific news
values tailored to their audiences.

e Timeliness: Did the story or event happen? Is it new? Whether a story is new also
depends on how often media outlets is published or broadcast it. Media like radio,
TV, and websites can update stories live and around the clock. Other media, like
newspapers or magazines, only publish once a day or once a week or month. For a
weekly medium, a story that happened three days ago may still be timely, whereas
media publishing more frequently will consider it old news.

e Proximity: Events happening close to the target audience is often the most important
to them. A fire or an accident in a nearby town is usually more relevant to the target
audience than a conflict or political crisis on the other side of the world.

o Impact: The more people are affected, the more important the story is. That’s why
wars and natural disasters like floods, droughts, and earthquakes are usually big news
stories.
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Consequences: Events that impact many people or cause other significant events are
newsworthy.

Conflict: Conflicts and disagreements disrupt our everyday lives. They often have
far-reaching consequences and a major impact. They are often considered
newsworthy.

Prominence: Stories involving well-known names are newsworthy. Prominence can
relate to famous people like politicians or celebrities and well-known companies like
Microsoft, Mercedes, or Mitsubishi.

Novelty: Surprising and unusual stories are interesting because they are out of the
ordinary. “Dog bites man” isn’t a news story, but “man bites dog” could be.
Human Interest: People are interested in people and stories they can relate to
personally. This can help make stories newsworthy even if they lack other news
values.
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B8 Summary ~

Information is anything that informs. It includes knowledge obtained through
research or investigation, factual data, or instructions. Information should be
timely, accurate, and relevant and increase understanding.

An information source provides information. Documents, speeches, videos,
websites, photographs, and people are all examples of information sources, as
are media like newspapers and radio shows. Journalists might use individual
sources of information in researching a story but are rarely completely neutral.
The word news comes from the word “new”. News is new, important, relevant,
or interesting information to a specific audience.

News in professional media outlets should inform the audience about what
happened, when and where, and who was involved. A good news article will
also explain how and why something happened.

Journalists must consider the effects of their reporting: what will the

consequences be for their sources or the people they quote? What feelings or
reactions will their writing provoke?

Misinformation is information that is false but not intended to harm.
Misinformation can happen accidentally when journalists do not research
accurately or make mistakes in their writing, for example, inserting an incorrect
date or figure into a story.

Disinformation is false or partly false information that is deliberately created or
disseminated with the explicit purpose to harm. Producers of disinformation make
up one-sided stories for political, financial, or ideological reasons, e.g.,
influencing public opinion on certain issues to create public pressure.
Malformation is information that may be true and factual, but that is not meant
for publication. It is leaked to cause harm, for instance, secret diplomatic
documents exchanged between a government and its embassies abroad. Other

forms of malformation published to harm are hate speech and online harassment.

J
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Part 2: Media and Information Literacy

*  Questions

What are news and information?

What is an information source?

o B =

malformation?

5. Describe the values of news.

Why is it important to get enough good information?

What is the difference between misinformation, disinformation, and
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Lesson 28 Digital Literacy

I. What is Digital Literacy?
Digital literacy is a new concept that emerged in the 1990s during the Internet

revolution. The world is now in a new wave of industrial revolution driven by the
development and spread of digital technology, which we call the Industrial Revolution 4.0.
With the advent of the Fourth Industrial Revolution, new technologies such as the Internet
of Things, Artificial Intelligence, and Big Data are being incorporated into everyday life and
used in almost every sector.

New technologies are driving rapid changes in the way we live and work. Today,
employers and the job industry require employees to have digital literacy skills to increase
productivity and efficiency. According to UNESCO, “digital literacy” refers to the ability
to use digital technology and tools to find, use, manage, evaluate, create and share

information securely and accurately, which requires both technical skills and insights to

improve social and economic activities.

Digital literacy focuses on four key areas:

¢ Finding the right information on the Internet

e Using and sharing information online

e Understanding the security of technology

e Creating digital content and sharing it ethically.

I1. Digital Literacy Examples
A digitally literate individual can accomplish a variety of tasks with the use of
technology. The following are some examples of digital literacy:

e Sending and receiving emails allows a person to communicate with someone
instantly. Email and other internet-based text applications allow people to keep in
contact with others in different time zones, countries, and even hemispheres.
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e Using an e-reader to read books and periodicals downloaded from the Internet. E-
readers allow people to consume more information without a physical hard copy of
a book, journal, or periodical. This can reduce waste as well as increase accessibility
to information. Electronic versions are often less expensive than physically printed
versions.

e Shopping online allows people to peruse inventory without going to the store. Online
shopping allows people to purchase presents, clothing, household items, and
anything else online.

e Digital safety means that digitally literate people understand that passwords and
personal information should not be shared online. A digitally literate individual
knows how to protect their personal information online. They can navigate tasks such
as online shopping, using an e-reader, and sending and receiving email without
compromising their information to hackers and other online threats.

ITI. The Importance of Digital Literacy
According to Datareportal!, at the beginning of 2022, 13.44 million Cambodians were

Internet users, and 12.60 million were social media users. These data show positive signs of
technology capture in Cambodia. On the other hand, digital technologies such as smart
devices, e-commerce, digital payments, e-banking, mobile computing, and online
information are changing how people work in Cambodia. Therefore, strengthening digital
literacy skills is very important to enable Cambodia to keep up with the new trends of the
Fourth Industrial Revolution, the digital economy, and labor market changes.

Digital literacy is important to establishing your presence in the modern world.
Lacking the ability to use digital technologies means there will be many things you cannot
do or access. Possessing digital literacy allows you to improve efficiency, access to things,
fulfillment, and happiness in your life.

You gain so many things by ensuring you become digitally literate, and we want to
shed some light on them. This is a small list, as there are thousands of little ways to improve
your life by learning digital literacy skills. Read on to learn some basic, everyday ways

digital literacy can improve your life.

1. Make Connections

Strengthen communication: Digital literacy skills can help us easily communicate
online with family, friends, colleagues, and others. At the same time, knowing how to use
email on some social networks, such as Facebook, Instagram, Telegram, Skype, etc., allows

us to communicate quickly and easily, no matter how far apart.

! https://datareportal.com/reports/digital-2022-cambodia
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2. Save Time and Money

Everyone loves saving money, and when you realize how much time you can save
on simple daily tasks like shopping, banking, and general errands, you’ll want to get online
quickly! Online shopping is one of the best ways digital literacies makes your life more
efficient. Buying items from websites like eBay or Amazon can save you thousands of
dollars on retail over time and save you hours of driving and shopping, as the items are
delivered right to your door.

Booking for travel has also been more challenging than it is now. Many websites,
such as Home away for property rental, or Expedia for booking hotels and resorts, with a
collection of all the best travel websites with the lowest prices, can help you get amazing
travel deals and feel safer while booking. It’s also much easier to compare vacations or
anything you want to buy online than doing these things in a store or at a travel agency. This
can help you always get the lowest prices and even track items over time to see when they

drop in price to buy them at the optimal time.

3. Increased Safety

When used effectively, becoming digitally literate and understanding good online
safety practices can help to increase your safety. There and many ways you can protect your
passwords, and personal information, appear anonymously and do more to protect your
safety. In addition, if you read a website’s Terms of Use and Privacy Policy, you can easily
determine what they do to protect your information and what action will be taken if anything
is compromised.

There are also many risks associated with using technology, so it’s important to
ensure that you understand everything you use and that you know how to protect yourself.
If you take reasonable precautions to protect yourself, getting online can help increase your

overall safety.

4. Enhancing Learning

Students with digital literacy skills can improve their homework quality by using
online resources such as Google search, video tutorials, e-libraries, and email
correspondence with teachers. Not only from knowledge-based websites and mobile
applications, but we can also learn for life through the use of websites and mobile
applications such as Khan Academy, YouTube, Lynda, edX, Coursera, Udemy, and

Ted.com.
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5. Increase Job Opportunities

Nowadays, jobs requiring employees with digital literacy skills are steadily
increasing and have become necessary, and those with clear digital literacy skills are often
paid higher salaries. Thus, digital literacy skills can help increase job opportunities and better
job choices for everyone.

The traditional method of showing up at a place of business with your resume is no
longer the standard method for getting a job. Like many other things, employment is moving
online, and many job applications and resumes are often accepted exclusively online. Many
businesses set up their online applications or, at the least, require you to submit your resume
by email. Set up an online professional profile with a website like LinkedIn to get with the

times.

6. Increase Productivity and Efficiency

Digital literacy skills allow us to use technology to optimize work individually and
as a team. At the same time, we can use technologies such as email automation, file
management systems, human resource management software, data analysis tools, and
accounting software to streamline work processes, save time and reduce errors to increase

productivity and efficiency.

7. Increase Sales
Digital literacy can help businesses increase sales by digitally marketing through

video advertising, popular web and social media, and email marketing.

8. Contribute to National Economic Growth

Digital literacy can boost productivity and innovation in almost every sector of the
economy and society, including manufacturing and services, trade and investment, and
connecting production chains and value chains at both the regional and global levels. These
factors show that digital literacy supports national economic growth, especially for

developing countries.

9. Entertainment
When you get online, all-you-can-watch television, movies, and videos are at your
fingertips. You can stream television for a low monthly price with services like Netflix and

Hulu or watch unlimited videos from users for free on a website like YouTube. You can also

272



Lesson 28 Digital Literacy Part 2: Media and Information Literacy

find endless entertainment on websites like Buzzfeed or stream music with a service like

Spotify.

10. Real-time Updates

Staying up to date with what’s happening in the world is always important, and when
you need real-time updates on almost anything, the Internet is your place to go. With our
digital literacy skills, you can quickly and easily access information related to recent events,
sports news, traffic information, and weather forecasts. Not only that, but digital literacy
skills can also help us to think critically in evaluating information sources before believing

or sharing them.

11. Create an Online Presence

Many people caution against putting yourself “out there” online, claiming it can ruin
your reputation. Though this may be true for those who don’t make smart decisions about
how they present themselves, creating an online presence can greatly improve aspects of
your life, especially regarding your personal and professional goals.

You can create your own website with no coding knowledge using websites like
Google BlogSpot or WordPress, showcase your photography online with websites like
Instagram or Flickr, and promote your business on sites like LinkedIn. Putting yourself or
your business online can increase the number of people who know what you do by

thousands, even millions.

12. Understand Your Digital Footprint

You can think of your digital footprint as the trail you leave behind as you begin
using websites and apps and begin putting yourself out there online. Everything you post
can be traced, and it never goes away. Understanding how the things you say or post online
can impact the rest of your life is a key component of digital literacy. The more you use

websites and apps, the better you understand the trail you’re leaving for others to see.

13. Learn Faster and Teach Others
The more you start using digital technology, the easier it becomes to learn new
things. Many websites and apps operate in very similar ways, especially when it comes to

navigating or distributing information. The more you dive in and try using more devices,

273



1IEWS

VST

€/MOCYy

@;m‘; /

n youtube.com/moeyscambodia £#}\sala.moeys.gov.kh

Lesson 28 Digital Literacy Part 2: Media and Information Literacy

websites, and apps, the easier it will become to keep up with the new trends and things you
need to learn.

Teaching others how to use devices and technology is also a great way to improve
learning. When you’re forced to explain how something works or why it functions in a
certain way, it often requires you to gain a deeper understanding of what you are explaining.
By simply trying to learn and then trying to help others, you can go from being the person
who needs to ask someone for help every time you turn on your computer to the person

everyone calls for help!

14. Become a Digital Citizen

Becoming a digital citizen means integrating technology into your life,
understanding how these technologies can be utilized for daily tasks, and how technology
can improve your life. Similar to improving your digital literacy, a digital citizen can easily
use technology and the Internet and learn how to make simple daily improvements,

disseminate content, and be creative.

15. Lifelong Learning

Committing to lifelong learning is one of the most important components of
increasing digital literacy. In the digital and tech industries, things are constantly changing.
There’s no such thing as learning it all. Each day, new revolutionary devices, operating
systems, websites, apps, gaming consoles, Al, and more are being released, and with them,
a whole lot more to learn.

Make sure you keep up with the trends by checking out TechBoomers, so you always
know how to use the most popular websites and apps and understand how they may impact
your life. You can also check out other websites with information or online courses that can
help you keep up with all the skills you need, including Lynda, Wikipedia, Coursera, Udemy,

and Ted.com.

IV. The importance of Digital Literacy in Education
As technology advances, the way people study and work continues to change. Learning

does not just happen in the classroom and by being obedient to the teacher. Today’s students’
success depends on their knowledge and skills in the digital world. That is why digital
literacy is so important for students.

Students can now take their knowledge with them everywhere, using digital literacy

skills for effective learning outside the classroom. At home, they have phones, tablets,
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computers, and other devices that can help them learn, research, and write independently
wherever and whenever they want.

Students can also easily communicate with their classmates for homework, review each
other’s work and make suggestions using technology and digital skills. Doing so can help
motivate students to perform better and build collaboration between students. Not only that,
but teachers can also monitor students’ progress and help assess their performance and
abilities using digital platforms.

Digital knowledge is important not only in school but also useful for future students.
Many workplaces require their employees to use information, create new ideas
collaboratively, and use digital tools such as Internet platforms, social media, and mobile

devices to communicate with each other.

— B8 Summary —~

e According to UNESCO, “digital literacy” refers to the ability to use digital
technology and tools to find, use, manage, evaluate, create and share
information securely and accurately, which requires both technical skills and
insights to improve social and economic activities.

o Digital literacy focuses on four key areas:

o Finding the right information on the Internet

o Using and sharing information online

o Understanding the security of technology

o Creating digital content and sharing it ethically.

e Digital literacy is important to establishing your presence in the modern world.
Lacking the ability to use digital technologies means that there will be many
things you cannot do or access. Possessing digital literacy allows you to
improve efficiency, access to things, fulfillment, and happiness in your life.

.".' Questions

What is digital literacy?

What are the four keys to digital literacy?

Why is digital literacy important?

Come up with an example of digital literacy.
Why is digital literacy important for education?

B g B0 =
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Introduction:

Commenting on the media is open for everyone. But those expressions are limited. You need to
know your rights and limitations in expressing your opinions to avoid offending others. At the
end of this lesson, you will be able to:

v Understand freedom of expression
v" Use your rights and limitations to express yourself
v" Think before sharing any content on media

When you have finished this lesson, you will understand:

I.  Accuracy, Thought, and Freedom of Expression
II.  Freedom of Expression
III.  Points to Consider in Expressing, Sharing, and Information
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Lesson 29 Personal Ethics and Responsibility in Media

I. Accuracy, Thought, and Freedom of Expression
While the Internet contains much accurate information entered by individuals or

companies genuinely interested in sharing data, it also incorporates many ideas that can be
trusted as factual information from advertisers. Informative ideas are posted online by people
with personal beliefs and are not always shared by others.

For example, people worldwide have different religious beliefs and believe only their
religion is right. They spread the word online, believing it to be accurate. But for people of
other religions or non-religious people, this information is incorrect. In the same way, people
of different political persuasions will publish information that reflects their views on the
world or their country according to their perceptions. Even in science, not everyone agrees
on a particular theory or view. The information disseminated by doctors in Europe is subject
to specific criteria that may not be accurate for Cambodia due to geographical factors that
lead to different symptoms.

Even identical information can be disseminated or presented in various ways to
create a specific impression on the reader. For example, in an event where it is known that
there are 100 participants in a group, if the writer wanted to give the impression that only a
few people participated, he might write, “There are less than 100 people in a small group”
who showed up to attend. On the other hand, if the writer wanted to show that many people
were interested in the event, they would write, “Many people showed up, and the room was
full of at least 100 people.”

This is why textbooks differ from online information. They are expected to present
real information about ideas. Internet users must carefully examine all the information they
read, discovering whether it reflects a fact or just an individual’s point of view. To do this,
you first need to find the source of information, who the publisher is, and what the
publisher’s purpose is. This will help you determine whether the information is a collection
of actual events or just an expression of an individual’s point of view. For an interpretation
of actual events, experienced internet users often look at different sources of information on
the Internet for similar information, make comparisons, and form their perceptions of that
information. This process is called “accuracy verification,” which means setting the bias
level of information.

Most websites on the Internet contain information published by private organizations
or companies. This information is not verified or reviewed by other people. Other websites,
such as the Wikipedia encyclopedia, allow more people to work on the same piece of

information and have editors determine the information’s credibility and ensure the
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information is secure. However, the information on Wikipedia is not entirely accurate. On
Wikipedia, users can see how many different people have worked on a given piece of
information and how reliable that information is.

Internet users must develop their way of determining the accuracy of the information
on the Internet to determine whether it is true or false. In addition to examining its source,
they must use their minds and considerations to discover what can and can’t happen or is not

true.

I1. Freedom of Expression
The constitutions of some democracies, such as Cambodia, are considered countries

where people have the right to express their opinions, which is an inalienable right. We are
free to express our opinions on political and religious matters and comment on other matters
by word of mouth, letter writing, or the Internet. This right is restricted by two other rights
that all citizens have. the right not to lie, which leads to defamation, and the right not to be
insulted. Both of these rights are protected by the laws of the Kingdom of Cambodia and
will be punished if violated. Restrictions also apply to lies or insults that damage the

institution’s reputation.

grasEmeERge:
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It is essential to know what is allowed for expression and what can become a
violation of the rights of others, the protection of their appearance, and their dignity.

It is possible when a person wants to express his opinion about the activities of a
political party or government, expressing his beliefs about what was done, whether it was
right or wrong. However, directly accusing an individual or institution of something as a
crime leads to punishment unless we have eyewitness evidence. For example, we can say
something is wrong or tell people whether or not to do what we think. These are our ideas,
and we are free to express them. It is wrong to accuse someone of a crime without evidence,

such as murder, as that will damage that person’s reputation.

277



Lesson 29 Personal Ethics & Responsibility in Media Part 2: Media and Information Literacy

Legally, we are responsible for our actions and the information we share, and it is
our responsibility to ensure that our comments are accurate. In fact, for something others
have proven to be true, it will inevitably be re-verified before sharing.

Freedom of expression is the foundation of democracy. It is widely used as a
powerful tool for defending our ideas. We must learn to use it properly to achieve our goals,
prove what is true, and be careful about sharing anonymous information. Changing ideas

without lying or insulting leads to a useful discussion that helps society thrive.

I11. Points to Consider Regarding Expression and Sharing Information
Here are some points you should consider before you comment or share any

information on the Internet.

1. Be aware of what you are saying:

In the case of defamation, you are responsible not only for what you say but also for
what people understand. You are also responsible for publishing defamatory statements
written by someone, even if their quotes are accurate. You need to determine if your writing
will affect someone’s reputation. How will the simple or ill-informed person understand the

meaning of your ad?

2. Say only what you can prove:

The truth is usually the most important barrier in a defamation suit. Ask yourself
what evidence you can present in court if someone is questioning you and how you can
convince them. Do you have a source? Are those sources reliable? Do they have personal
knowledge? Will they be willing to prove it? If you rely on references, do you have anyone

who can verify their authenticity?

3. Tell what you do not know:
This point follows from the above rule. If you are honest with your audience about
what you do not know and make it clear that you are not accusing anyone, it is difficult for

the plaintiff to claim that the reader will be more discerning.

4. Be ethical:
Ethical conduct is the best way to protect yourself from lawsuits. Following

professional ethics makes you less likely to make defamation-related mistakes. And you may
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not be susceptible to this type of complaint. If they sue you, you will have something to
defend yourself with. And even if you have nothing to defend yourself with, the judges and
jury are likely to sympathize with you, and the damage is likely to be lower than usual. How
do you act ethically? You need to check the actual information, do not rely on biased sources.
Do not say more than you know. You can send your critique to the people you are criticizing
before posting and include their responses in the ad. It must be measured. Be prepared to
issue corrections and apologize if anything goes wrong. Although this protection may vary,
it can still be useful for publication issues when the publisher acts responsibly. So, it would

help if you positioned yourself to take advantage of this self-defence’s possibility.

5. Who are you facing:

When publishing or sharing information, be aware that some people are more likely
to sue you than others. For example, politicians, businesspeople, celebrities, and groups of
people who are important to their lives and have many resources to sue you. You should also
pay more attention to writing and sharing information about the police and journalists, and
especially lawyers, because they are an influential group with enough resources to respond

to you.

— BB Summary —~

e Article 41 of the Constitution of the Kingdom of Cambodia states that Cambodian
citizens have the right to freedom of expression, freedom of the press, and freedom of
assembly. Cambodians are free to express their opinions in politics and religion, as well
as in other matters, by word of mouth, letters, or on the Internet. However, this right is
restricted by two other rights that all citizens have: the right not to lie, which leads to
defamation, and the right not to be insulted.

e Before commenting or sharing any information, consider the following: Know what you
say.

e Say only what you can prove, and be open to what you do not know

e Use the language of expression ethically

e Know whom you are facing

e Excessive use of technology will have many negative effects on young people. So young
people need to know the balance between time spent on social media and time spent on
privacy and real life.
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.’.° Questions

1. According to Article 41 of the Constitution of the Kingdom of Cambodia, how
are the Cambodian people free to express themselves?

2. What points do you need to consider before commenting and sharing
information on the Internet?

3. What does the Constitution of the Kingdom of Cambodia say about expression?

4. How does the overuse of technology affect you?
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Introduction:

News articles are written to inform and educate readers on current affairs/events. They are used
to provide readers with the information they need/want to know about the world around them. To
make your news article appealing to readers, you need to write articles proficiently. At the end of
this lesson, you will be able to:

v" Define the meaning of news article and classify news
v Understand the structure of a writing news article
v Write a good news article to publish in the media

When you have finished this lesson, you understand:

I.  News Articles
II.  Rules for Writing News Articles
II.  The Structure of a News Article
IV.  How to Write a News Article
V.  The Important Points of an Interview
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Lesson 30 Writing a News Article

I. What is a News Article?
A news article is a writing format that provides readers with concise and factual

information. News stories typically report on noteworthy current affairs—including

legislation, announcements, education, discoveries or research, election results, public

health, sports,

and the arts.

‘Schools will not be divided
on religion in future’

S.M. WIJAYARATNE
Kurunegala Corr.

A new Education Act
which contains several
updates to the present edu-
cation system will be
brought before Parliament
soon, Education Minister
Akila Viraj Kariyawasam
said in Kurunegala on Sun-
day.
The Minister said the
new Right to Education Act
would ensure a 13-year edu-
cation for every child.

Highlighting some of the
key changes, Minister Kari-
yawasam said provisions
would be included in the
new Act to streamline
teacher transfers.

He also said the Educa-
tion Ministry has now

supervise all private and
international schools coun-
trywide.

“Therefore, Supervisory
Boards would be set up
shortly. In the future, only
mixed schools will be

Accordingly, children of dif-
ferent communities can
study together.” T

“Hereafter, the Grade 5
Scholarship Examination
will not be compulsory for
students.

We plan to introduce a
well-designed system for
outstanding students to
enter popular and leading
schools in the future. All
madrasas will come under
the purview of the Educa-
tion Ministry.

Such schools will be
maintained as per the rules
and regulations of the
National Institute of Educa-
tion (NIE). More changes
in the education system
have to be effected to suit
future global needs,” the

obtained permission to opened countrywide. Minister said.

Writing a news article is different from writing other articles or informative pieces
because news articles present information in a specific way. It’s important to convey all the
relevant information in a limited word count and concisely give the facts to your target
audience. Learning how to write a news article can help you find a career in journalism,

develop your writing skills and help you convey information clearly and concisely.

I1. Rules for Writing a News Article
Whether you’re learning how to write a short news story for a school assignment or

want to showcase a variety of clips in your writing portfolio, the rules of news writing hold.
There are three types of news articles:

e Local: reports on current events of a specific area or community. For example, “Nine
students drown after river ferry capsizes in Kandal Province”.

e National: reports on current affairs within a particular country. For example,
“Cambodia chairing of ASEAN in 2022 leading of top meeting.”

e International: reports on one or more countries’ social issues or current affairs
abroad. For example, “North Korea launch many rockets that fall near South Korean
Island.”

Regardless of the type of news article you’re writing, it should always include the story’s

facts, a catchy but informative headline, a summary of events in paragraph form, and
interview quotes from expert sources or public sentiment about the event. News stories are
typically written from a third-person point of view while avoiding opinion, speculation, or

an informal tone.
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I1I. Structure of a News Article
News articles are structured like an inverted pyramid. The most crucial information is

presented to the reader, followed by additional story details. A news article concludes with
less important supporting information or a summation of the reporting.

When it comes to structuring a news article, use an inverted pyramid. Organizing your
content this way allows you to thoughtfully structure paragraphs:

e Begin with the most important and timely information

e Follow those facts with supporting details

e Conclude with some less important but relevant details, interview quotes, and a
summary

The first paragraph of a news article should begin with a topic sentence that concisely

describes the story’s main point. Placing this sentence at the beginning of a news article
hooks the reader immediately, so the “lead isn’t buried,” as they say.
At a traditional newspaper, this practice is described as “writing above the fold,” which

alludes to the biggest, most pressing news being visible at the top of a folded newspaper.

IV. Writing a News Article
There are a handful of steps to practice when writing a news story. Here’s how to approach

it.

1 Gathering Information
Source the five Ws (sometimes “6 W’s”) about your news topic:

e  Who: Who was involved?
e What: What happened?
e  Where: Where did it happen?
e When: When did it happen?
e Why: Why did it happen?
e How: How did it happen?
Lock down a keen understanding of the timeline of events so you can correctly

summarize the incident or news to your reader. The key is to position yourself as a credible

and reliable source of information by doing your due diligence as a fact gatherer.

2. Interviewing Subjects

Consider whom you want to interview for the new article. For example, you might
interview primary sources, such as a person directly involved in the story.

Alternatively, secondary sources offer your readers insight from people close to or

affected by the topic who have unique perspectives. This might be an expert who can offer
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technical commentary or analysis or an everyday person who can share an anecdote about
how the topic affected them.
When interviewing sources, always disclose that you’re a reporter and the topic that

you’re writing on.

3. Outlining

Draft an outline for your news article, keeping the inverted-pyramid structure in
mind. Consider your potential readership and publication to ensure that your writing meets
the audience’s expectations in terms of complexity.

For example, if this news article is for a general news publication, your readership
might include a wider audience than a news article for a specialized publication or
community.

Brainstorm a snappy headline that concisely informs readers of the news topic while
seizing their interest. Gather the most important points from your research and pool them
into their respective pyramid “buckets.” These buckets should be based on their order of

importance.

4. Writing
Get to writing! The paragraphs in a news article should be short, to the point, and
written in a formal tone. Ensure any statements or opinions are attributed to a credible source

you’ve vetted.

5. Revising

Reread your first draft aloud. In addition to looking for obvious typos or grammar
mistakes, listen for awkward transitions and jarring tenses or perspective shifts. Also,
consider whether your first draft successfully conveys the purpose of your news story.

Rework your writing as needed and repeat this step. Don’t forget to proofread your work.

6. Fact-checking

Strong news stories are built on facts. The entire work is compromised if any
statement or information is shaky or unsupported. Before publishing a news article, double-
check that all the information you’ve gathered from the beginning is accurate, and validate

the information your interview sources provided.
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V. Important Points for Planning an Interview
Before conducting an interview, journalists should define their information goals:

What do they want to find out for the audience? Once the goal is set, they can think of
questions. Each answer should bring them one step closer to reaching the interview goal. At
the most basic level, there are two forms of questions: closed and open. Closed questions
can be answered with yes/no, or just one or two words, like a name or a date. Open questions
are different. They usually start with “why” or “how” and give the interviewee a chance to
explain the background and give details or a personal opinion. Answers to open questions
can sometimes be quite long. If journalists want to get straight to the point or are running
out of time, they often ask closed questions, to which the interviewees have to give short,
clear answers. Other kinds of closed questions that can prompt short, precise answers are:

2 6

“how many,” “when,” or “where.” Sometimes journalists have to ask follow-up questions

after the closed questions so the audience can make sense of the short answers.
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BB Summary ~

A news article is a writing format that provides readers with concise and factual
information. News stories typically report on noteworthy current affairs—
including legislation, announcements, education, discoveries or research,
election results, public health, sports, and the arts.

Whether you’re learning how to write a short news story for a school assignment

or want to showcase a variety of clips in your writing portfolio, the rules of news
writing hold.
There are three kinds of news articles: Local, National, and International.
When structuring a news article, use an inverted pyramid. Organizing your
content this way allows you to thoughtfully structure paragraphs:

o Begin with the most important and timely information

o Follow those facts with supporting details

o Conclude with less important but relevant details, interview quotes, and a

summary.

Source the five Ws (sometimes “6 W’s”) about your news topic:

Who: Who was involved?
What: What happened?
Where: Where did it happen?
When: When did it happen?
Why: why did it happen?
How: How did it happen?

O 0O O O O O

U S

.".' Questions

What is a news article?

What is the difference between a news article and a novel?
What are the rules for writing a news article?

How many types of news articles are there?

Why is it important to prepare before an interview?
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Introduction:

Photos can help give a more specific meaning to an article. Sometimes images can give meaning
without text. Image production is a necessary skill in the creation of digital content. At the end of
this lesson, you will be able to:

v" Define the meaning of the photo
Define the power of photos in media
Take a good picture

AN NERN

Edit a picture
When you have finished this lesson, you will understand:

I.  Photos
II.  The Difference Between Analog and Digital Photos

II.  What Makes an Image Powerful

IV.  How to Define the Message of a Photo

V.  How to Describe and Interpret a Picture

VI.  Photo Editing
VII.  The Difference Between Editing and Manipulation

VIII.  Photo and Copyright
IX.  Composition Rules for a Photo
X.  The Basics of Digital Editing
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Lesson 31 Photography

I. What is a Photo?
A photograph is a still image that only contains visual information. It is a record of

light falling on a subject (a person, object, event, landscape, etc.) Photos can be made using
a camera, a webcam, or a smartphone. These devices have a lens that lets in light for a certain
time, typically for a fraction of a second. The light is recorded on the photosensitive material,
usually an electronic chip. Photos appear in many media, both in print media (newspapers,
magazines, posters, advertisements) and electronic media (websites, web applications, social

media). Since the invention of photography in the 19th century, people have loved photos

because they like to keep them as memories of people and experiences.

I1. Analog and Digital Photography
In the 19th and 20th centuries, the light that entered the camera through the lens was

recorded on light-sensitive material, usually film. The light changed the chemistry of the
film material: where a lot of light hit the film, the chemical reaction was different than in
darker parts of the picture, where less light hit the film. These chemical changes in the film’s

surface formed the recorded image.

Today, most cameras record images electronically on a digital chip. A digital picture
is made up of millions of small dots called pixels. It’s almost like a mosaic of these tiny dots.

For each pixel, the camera electronically records how light or dark it is and what color it is.

287



Lesson 31 Photography Part 2: Media and Information Literacy

All of these tiny pixels seen together make up the digital image. One characteristic of a

digital photo is that it can be copied repeatedly without any loss in quality.

II1. The Power of Images
Photos deliver visual information, the information we perceive with our eyes. For

human beings, the visual sense is usually dominant and more significant than hearing, smell,
or touch. More than 80 percent of the information that reaches our brains is visual
information. We process visual information like photos and images much faster than text,
and images can leave strong and lasting impressions. They evoke strong emotions, and
emotions have a powerful pull on us.

Social media is impossible to imagine without pictures. Pictures attract people’s
attention, and social media users often post pictures of themselves (“selfies”), their family,
and their friends on different platforms. People love to look at photos other users have
posted. As attention spans grow shorter overall, photos serve as eye-catchers, helping you

decide whether to scan something or look at it in more detail.

II1. Who Defines a Photo’s Message?
The photographer, the subject, and the viewer determine the message of a photo. The

photographer can shape how we see a picture by employing certain composition rules.

The subject, in turn, often evokes a certain feeling or emotion in the viewer. For
instance, the picture of a starving child usually evokes sympathy and makes viewers sad.
The viewer also determines the message of a photo because everyone perceives and
interprets a photo differently. This is due to the individual viewer’s cultural context,
education, or

societal norms.
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IV. Describing and Interpreting Pictures
For a media literate person, it is important to distinguish between the objective

description and the subjective interpretation of a photo. When describing a picture, the focus
is on facts, not on a subjective impression or emotions. Facts that describe a photo can
include the subject, what colors we see, whether the photo provides a broad overview of a
scene or event, or if it shows a small detail of something.

When you interpret a photo, you describe the message you think the picture delivers
or the emotions it evokes in you. But everyone sees images differently and has associations
due to their educational background, culture, age, gender, experiences, and interests. That’s

why everyone interprets a photo and its media messages differently.

V. Photo Editing
Photo editing is changing the original photo in a postproduction process for a certain

purpose, e.g., to enhance its impact. You can easily edit a photo taken with a digital camera
or a smartphone on any computer or smartphone. But photos taken with an analog camera
can only be edited in a traditional photographer’s darkroom or by scanning them and then
editing the digital scan. You can crop digital pictures, adjust their brightness, contrast, or
colors, or save the picture in a reduced image size. You can add a caption or text to your
photo if you like. To edit digital photos, you need editing software. Most computers and
smartphones come with some basic photo editing software pre-installed. More elaborate
editing software can be bought (e.g., Photoshop) or downloaded for free (e.g., GIMP,
PIXLR, Snapseed). Some photo apps like Instagram have their editing software included.

VI. The Difference Between Editing and Manipulation
When you edit a digital image, you usually try to improve it by enhancing the

elements of the original photo that aren’t perfect. For example, you can increase the
brightness, improve the contrast, add saturation to the image and shift colors, or optimize
the composition by cropping the picture. However, some modifications can change the story
the photo tells. For instance, if you decide to crop important people out of the picture, you
change the picture’s message. Some people would say you are tampering with the image and
even lying. Digital editing technology makes this kind of falsification very easy. We can
digitally remove unwanted objects from the image, eliminate imperfections from people’s
faces, or change the features of their bodies. The person editing the photo can manipulate
the image to match their imagination. Manipulating an image means consciously or

unconsciously changing the original message. Photo manipulation is often used to make a
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product or person look better for commercial or propaganda purposes. Photojournalists

consider photo manipulation unethical, especially when it is used to deceive the public.

VII. Photographs and Copyright
You hold the copyright for each photo you take. Those ownership rights mean that

only you can decide whether to allow your photograph to be reproduced, used as the basis
for derivative works, and published, transferred, or sold. If others store your photos privately
on their devices, they are not infringing on your copyright. But if they make your pictures
available to others or sell them, they violate your copyright. Since technology makes it easy
to copy and distribute digital photographs, the risk of copyright infringement is high and
occurs often. If an owner of a photograph learns of a copyright violation, they can sue the
offenders, who may have to pay a fine. To be on the safe side, you should only publish or
post photos you have taken or those with a Creative Commons license (CC). You can find
Creative Commons photos that you can copy, distribute, or edit using the ‘advanced search
option in search engines like Google or on platforms like Wikimedia and Flickr. You
normally have to credit the copyright owner when redistributing a CC-licensed photo. The

specific CC license the photo owner gives determines what you can and cannot do with it.

VIII. Composition Rules for Photos
Composition rules for photos are guidelines and quality criteria that can help a

photographer enhance the impact of a photo. Some key composition rules are contrast,

perspective, field size, and the rule of thirds.

1. Contrast

Stark differences between dark and light or contrasting colors make shapes and
contours easy to recognize. Pictures with high contrast work well online because they are
easy to grasp, even if only seen as thumbnails or on small screens. As a composition rule,
contrast can also refer to colors that stand in stark contrast to one another (blue >< yellow;
red >< green) or highly contrasting shapes that appear on a photo (round shapes >< angular

shapes or lines). Any such contrast will help make your photo more interesting.

HIGH CONTRAST MEDIUM CONTRAST LOW CONTRAST
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2. Rule of Thirds

Imagine that two vertical and two horizontal lines divide your image into nine equal
segments. According to the “rule of thirds,” pictures seem more pleasant and interesting if
key visual elements are positioned approximately where the lines intersect. This adds tension

to the picture and makes it appear more interesting than if the subject were positioned right

in the middle of the frame.

3. Field Size

The distance between the camera and the object usually determines the camera field
size. Each field size has a certain purpose: long shots give the viewer much information, like
where and when an action took place. Close-ups and details direct the viewer’s attention to
a person’s emotion or a certain object. Slideshows and photo stories are more interesting

when the pictures have different field sizes.

A. Extreme Long Shot (Extreme Wide Shot)

This is used to show the subject from a distance or the area where the scene is taking
place. This type of shot is particularly useful for establishing a scene in terms of time and
place and a character’s physical or emotional relationship to the environment and elements.

The character doesn’t necessarily have to be viewable in this shot.
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B. Long Shot (Wide Shot)

This shows the subject from top to bottom. For a person, this would be head to toe,
though not necessarily filling the frame. The character becomes more of a focus than in an
Extreme Long Shot, but the shot tends to be still dominated by the scenery. This shot often
sets the scene and our character’s place in it. This can also serve as an Establishing Shot

instead of an Extreme Long Shot.

C. Full Shot
Frames character from head to toe, with the subject roughly filling the frame. The

emphasis tends to be more on action and movement rather than a character’s emotional state.

D. Medium Long Shot (3/4 Shot)
Intermediate between Full Shot and Medium Shot. It shows the subject from the

knees up.
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E. Medium Shot

Shows part of the subject in more detail. For a person, a medium shot typically frames
them from about the waist up. This is one of the most common shots in films, as it focuses

on a character (or characters) in a scene while still showing some environment.

F. Medium Close-Up

Falls between a Medium Shot and a Close-Up, generally framing the subject from

the chest or shoulder up.

G. Close-Up
Fills the screen with part of the subject, such as a person’s head/face. Framed this

tightly, the emotions and reactions of a character dominate the scene.
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H. Extreme Close Up
Emphasizes a small area or detail of the subject, such as the eye(s) or mouth. An
Extreme Close Up of just the eyes is sometimes called an Italian Shot, getting its name from

Sergio Leone’s Italian-Western films that popularized it.

4. Perspective:

Rather than always shooting from eye level, try photographing from different points
of view: from above your subject (bird’s eye perspective) or below it (frog perspective).
Different perspectives have different effects on the viewer. A person who is photographed
from above looks small and insignificant. A photograph taken at eye level treats them as an

equal. A photo taken from below could make the person look powerful or dominating.

A. High Angle (Bird’s-eye view)
The subject is photographed from above eye level. This can have the effect of making

the subject seem vulnerable, weak, or frightened.

Another high-angle shot that’s taken from directly overhead and from a distance. The
shot gives the audience a wider view. It is useful for showing direction and that the subject
is moving, highlighting special relations, or revealing elements outside the boundaries of the

character’s awareness to the audience. The shot is often taken from a crane or helicopter.
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B. Eye Level
The shot was taken with the camera approximately at human eye level, resulting in

a neutral effect on the audience.

C. Low Angle (Frog Perspective)
The subject is photographed from below eye level. This can have the effect of making

the subject look powerful, heroic, or dangerous.

D. Over-the-Shoulder Shot

A popular shot is where a subject is shot from behind the shoulder of another, framing
the subject anywhere from a Medium to a Close-Up. The shoulder, neck, and/or back of the
head of the subject facing away from the camera remains viewable, making the shot useful
for showing reactions during conversations. It tends to emphasize the connection between

two speakers more than the detachment or isolation that results from single shots.
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E. Two Shot

A shot in which two subjects appear in the frame.

5. Sharpness and Blurring (Focus)

Before taking a photograph, decide which part of the picture you want in focus. Your
most important person or object will often be at the center of the picture. Therefore, most
cameras’ autofocus concentrates on making the picture’s center sharp. But if your main
subject is off to the side of the picture, there is a way to get that element in focus: if you are
using a smartphone camera, tap the part of the image on the screen that you want in focus.
The autofocus will make this part of the picture sharp. Then take a picture.

The focus is often on the center of the image.

6. Light and Color Temperature

Light determines the effect of the image. Light in blue and gray tones creates a rather
cold atmosphere. Light in yellow and orange tones conveys a warmer, cozier atmosphere.
The light is usually warm just after sunrise and before sunset, whereas it is harsher and colder
at midday. Use light and shadows intentionally. Bright light from the back makes a subject
look dark, e.g., when a subject is standing in front of a window. In these cases, it may be
good to use a flash, even in daylight.
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Afternoon light brings out warm colors and creates a warm atmosphere.

7. Portraits

Good portraits are more challenging to take than people think. The photographer
should opt for interesting picture details and encourage the subject to relax. Do not place the
person in the center of the picture; ensure that they look “into the picture” and not out of the
frame.

8. Movement

A camera can capture motion. Objects that move quickly in front of the camera can
appear blurred (e.g., sports), while the static background stays in focus. Another option to
depict movement is to move the camera with the object as you take the picture. Then the
fast-moving object stays in focus, but the background is blurred. You can freeze the moving
object by high shutter speed or by setting your camera to Sports mode. This will lead to the
background needing to be in focus.

9. Depth of Field

When you take portraits, an out-of-focus background makes a face stand out. With
newer smartphones or more advanced cameras, you can limit the depth of field by using a
wide aperture and short shutter speed. This technique can make everything in the background
that is not the photograph’s subject look blurry or out of focus.
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10. Patterns

Patterns can be visually compelling because they suggest harmony and rhythm.
Things that are harmonious and rhythmic convey a sense of order and peace. Patterns can
become even more compelling when you break the rhythm, which introduces tension. The
eye then has a specific focal point to fall upon, followed by a return to the dominant visual
rhythm.

11. Leading Lines

When we look at a photo, our eye is naturally drawn along lines in the picture.
Placing lines in your composition can affect how people view the picture. You can pull the
viewer into the picture towards the subject or take the viewer on a “journey” through the
scene. Different lines are straight, diagonal, curved, etc., and each can enhance your photo’s
composition. Diagonal lines can be especially useful in creating drama in your picture. They
can also add a sense of depth or a feeling of infinity.

12. Symmetry

We are surrounded by symmetry, both natural and artificial. A symmetrical image
looks the same on one side as on the other. Symmetry creates a feeling of harmony in the
viewer, but symmetrical compositions can also be boring. Sometimes, tension can be added
to your picture if the symmetry is broken somewhere.
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13. Framing

The world is full of objects that make perfect natural frames, such as trees, branches,
windows, and doorways. By placing these around the edge of the composition, you help
isolate the main subject from the outside world. In addition, you can create depth through
foreground and background. The result is a more focused image, which draws your eye
naturally to the main point of interest.

IX. Digital Editing Basics
1. Basic Steps in the Digital Photo Editing Process

When photos are digitally edited, the source image file is changed. This is often
intended to improve the image. Compressing a picture into smaller format results in a
digitally edited picture. Here are some terms to use in digital editing photography

e Import: uploads your photo into the editing software.

e Crop: redefines the borders of the image.

e Contrast: changes the intensity of dark and light parts of a picture.

e Colors and Brightness: turn a photo warmer or colder, brighter or darker

e Photo Filter: adds special effects to a photo, e.g., makes it look antique

o Text/Message: adds text such as a headline, caption, or speech bubble to provide
information or to add humor

o Resize/Export/Save: creates a reduced file size to export and upload pictures

2. Digital Editing Software

There are many digital editing software options available online. Many are only
available in English. If you are using a smartphone, simple touch-ups and edits can be done
using the phone’s built-in editing features or apps like PIXLR or Snapseed. If you’re editing
on a desktop or laptop computer, Microsoft Paint is a simple computer graphics software
included with Microsoft Windows. However, those who want more control over their images
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should use more advanced photo editing software. Some software is free, but be aware of
special conditions. Some editing features are only available if the user pays a fee.

Online Editing Software Digital Editing

v" Fotor (fotor.com)
v" PIXLR (pixIr.com)

Apps for Digital Editing with a Smartphone

v" PixIr (Android, iPhone)

v" Snapseed (Android, iPhone)
v" PicsArt (Android, iPhone)
v PicLab (Android, iPhone)

s B8 Summary ~

e A photograph is a still image that only contains visual information. It is a record
of light falling on a subject (a person, object, event, landscape, etc.) Photos can
be made using a camera, a webcam, or a smartphone.

e Photos deliver visual information, the information we perceive with our eyes.
For human beings, the visual sense is usually dominant and more significant
than hearing, smell, or touch.

e The photographer, the subject, and the viewer determine the message of a photo.

The photographer can shape how we see a picture by employing certain
composition rules.

e When describing a picture, the focus is on facts, not on a subjective impression
or emotions. Facts that describe a photo can include the subject, what colors we
see, whether the photo provides a broad overview of a scene or event, or if it
shows a small detail of something.

e When you interpret a photo, you describe the message you think the picture
delivers or the emotions it evokes in you. But everyone sees images differently
and has associations due to their educational background, culture, age, gender,
experiences, and interests. That’s why everyone interprets a photo and its media
messages differently.

e Photo editing is changing the original photo in a postproduction process for a
certain purpose, €.g., to enhance its impact.

e Manipulating an image means consciously or unconsciously changing the
original message. Photo manipulation is often used to make a product or person
look better for commercial or propaganda purposes. Photojournalists consider
photo manipulation unethical, especially when it is used to deceive the public.

e Composition rules for photos are guidelines and quality criteria that can help a

photographer enhance the impact of a photo. Some key composition rules are

contrast, perspective, field size, and the rule of thirds.

_ W,
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*  Questions

What is a photo?

What are analog and digital photos?

What makes an image powerful? Who defines its message?

What are photo editing and photo manipulation? What is the difference?
What are the composition rules? Describe each composition.

B g B0 =
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Introduction:

Media communication uses audio to deliver and transfer information. Audio helps listeners to
better understanding the information. At the end of the lesson, you will be able to:

v" Understand audio and sound
v" Record and edit sound
v" Share sound to media

When you have finished this lesson, you will understand:

. Audio
II.  Types of Media Using Audio
III.  Vox Pop

IV.  How to Create a Vox Pop
V.  How to Record Audio
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Lesson 32 Audio

I. What is Sound?
The world is awash in sound. From the quiet rustle of leaves in the breeze to the

boom of thunder during a raging storm, we are surrounded by sound. The human voice, the
noise of traffic, a melody produced on a flute or clarinet, and an animal’s cry are all sounds
we perceive with our ears. The sound is made up of vibrations that travel through the air like
sound waves. When you beat a drum, the drum skin vibrates, and small changes in air
pressure occur. Those changes produce sound waves that leave the drum and reach your ear,
causing your eardrum to vibrate. That, in turn, creates nerve signals that go to your brain,

which are then interpreted as sound.

Outer Ear Middle Ear Inner Ear

Semicircular
canals

‘ 77\ Vestibular
3, nerve
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Ty nerve

C@‘a} canal Eardrum

Cochlea

I1. How Sound Becomes Audio
Sounds are recorded with a microphone that converts sound waves into electronic

waves, which can then be saved as an audio file. The recorded sounds can be reproduced so
that you can hear them from speakers that can be as tiny as earphones or as tall as two people
standing on top of each other. Large speakers produce loud, high-quality sound at concerts
or public events. Microphones and speakers are integrated into everyday devices like
smartphones and computers. So, anybody with access to such devices can record sound be
it voices, music, or the radio, and store it as an audio file. They can then play it back to listen

to or share it with others.

I1. Types of Media Using Audio
The medium that uses audio the most is radio. But audio also plays an important role

in other electronic media like television, movies, video clips, and video games. Sound and
music have become an integral part of media products like movies or video games, and sound

engineering has become a profession. The people who do this work are called audio
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engineers or sound engineers. They choose or create sounds and music in movies, videos, or
TV shows to heighten the perception of reality or enhance moods like anticipation, joy, or
fear.
A. Radio

Radio is a sound-only mass medium. When people listen to the radio, they only need
the sense of hearing to understand the media messages consisting of news, reports,
interviews, or music. Even people who cannot read or write can understand radio content.

Most people listen to the radio for entertainment and to get up-to-date information. They

Q

hear that audio thanks to radio waves that transmit radio
programs. A microphone picks up speech, music, or
other auditory information, creating a signal sent to a
transmitter, turning it into a broadcast signal, and sent
out over the air. Sound waves normally dissipate after
traveling a few meters. But radio waves that cannot be

seen, felt, or heard can travel far into the atmosphere. A

radio antenna picks up this broadcast signal, which the
radio receiver processes to turn the signal into sound again. The radio listener adjusts a tuner
to find the frequency of a station. Nowadays, many radio stations have more options than
just radio waves to get their programs to listeners. Programs can be delivered via cable or
broadcast on the internet. Websites run by radio stations often contain additional
information, like articles, pictures, or videos that supplement their audio content.

Only a few people are needed to create and produce radio broadcasts. Radio programs
can be broadcast live or pre-recorded. Media makers in radio broadcasting include news
reporters, producers, radio presenters, news editors, and music editors.

The type of programs a radio station broadcasts depends on its aims and objectives.
Information stations focus on news and talk shows, while entertainment stations mostly play
music. Typical content types on information stations are news, interviews, reports, and
public-service announcements. Entertainment stations that mostly play music often focus on
specific kinds of music, for instance, traditional or folk music, pop, rock, or classical music.
Programming sometimes includes reports about people in the entertainment industry, like
singers, musicians, or celebrities. The on-air hosts usually try to be lively and entertaining.
Many radio stations offer call-in programs during which listeners can call the station and ask

questions or voice their opinions on air. This allows them to make themselves heard.

303



uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh OLme/moeysnews

Lesson 32 Audio Part 2: Media and Information Literacy

II1. Vox Pop
A vox pop is a short interview recorded with members of the public. Journalists use

this format to show a variety of thoughts or opinions regarding a topic. In a regular interview,
you ask one person several questions. In a vox pop, you ask many people the same question
to get diverse opinions, outlooks, or experiences. The people you hear in a vox pop are not
carefully selected experts; ordinary people are chosen randomly. Vox pops are supposed to
reflect the diversity of personal opinions on a topic of common interest. They can give
listeners new insights into how others think, recognize the diversity of thought, and show
multiple facets of a subject. Listeners usually enjoy vox pops because they contain the voices

of ordinary people like themselves.
S ‘ . & S Ly

IV. Creating a Vox Pop

You should carefully plan a vox pop, but the answers should be spontaneous. First,
think of a question on a controversial topic that people are talking about and will likely hold
different opinions about. This way, you are more likely to get various answers for your vox
pop. Who is affected by this topic, and where can you find these people? Your topic may
affect a broadly defined group like adults, teens, or children or a clearly defined group such
as workers from a specific company or industry. Where will you find them? On a city street,
in a marketplace, in front of a school, factory, or university? Try to develop a single open
question that will reveal contrasting opinions. When approaching people to talk to, try for
variety: male, female, old, young. Get your interviewees’ spontaneous reactions to your
question; don’t rehearse answers with them. Make sure that the answers are clear and
understandable. When you have recorded 10 to 20 good responses, choose the best ones that
reflect diverse voices and opinions. Edit them down to short, punchy statements. Edit your
questions so the listener only hears a series of answers. Mix the order to vary the voices and

opinions. Start your vox pop with a strong statement and end with a strong one too.
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V. How to Record Audio

There are several methods to record audio. You can use a smartphone to record or
spend large amounts of money on sophisticated microphones and recording equipment. In
any case, you will need a microphone or mic. This can either be a basic internal mic, like the
ones built into smartphones, or an external one. External mics must be connected to an audio
recording device, such as a digital audio recorder, computer, laptop, tablet, or smartphone.
External mics usually provide better sound quality than built-in versions. For recording
audio, there is plenty of free, quality software you can use. If you use a laptop or computer,
a popular free audio recorder and editor is “Audacity.” For smartphones, you can find
numerous apps for Android, i0S, and Windows. Some are just for recording sound; others
can also edit audio files. Check for highly rated apps in Google Play or the iTunes App Store
by typing in “audio recorder” or “audio editor.” Some of the recommended audio apps for
Android are WavePad Audio, WaveEditor, Editor Free, or Lexis Audio Editor, all of which
can be used for recording and editing audio.

1. Audio Recording
Recording audio is easy if you avoid some common mistakes. Here are some basic tips:

e Choose a quiet environment but avoid empty rooms as they can produce a hollow
sound and echo.

e Don’t record in places with much background noise, like traffic, music, or other
people talking. Background noise can make it difficult for you to edit your recording
and makes it hard for your listeners to understand what is being said.

e If you record outside with an external microphone, you can reduce wind noise using
a mic windscreen.

e When your interviewees talk, do not encourage them audibly by saying “aha,” “yes,”
“I see,” or “I agree.” Encourage them silently by nodding, smiling, and maintaining
eye contact. Verbal encouragement may give your listeners the impression that you
agree with everything your interviewee says.

e While recording, don’t move your fingers holding the microphone, as this will make
sounds that the microphone can pick up. Also, try to avoid making other sounds that
could end up on tape, like shuffling your feet or coughing.

e Hold the microphone in the direction of the sound source: near your mouth when you
ask a question and near the interviewee’s mouth when they answer.

e The distance between the mouth and the microphone is about 20 cm (almost eight
inches). You can get closer using an internal microphone, like the microphones built
into smartphones.

99 ¢6.
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To avoid P-pops, hold the recording device a little off to the side of your mouth, not
directly in front of it.

Always wear earphones or headphones to check the levels and the sound while
recording.

Press the record button a few seconds before asking your first question. Keep
recording for a short while after the end of the last answer. You can trim the
beginning and the end of your interview later, but you can never recreate missing
audio if someone starts speaking before you’ve started recording.

2. Recording a Vox Pop

1. Preparing a Vox Pop: Researching and Choosing a Question

After selecting a suitable topic and researching the basic facts, choosing one question

may take time and effort. You can ask many questions about any topic, but you must choose
one key question for a vox pop.

It should:

v
v
v
v

Be short, clear, and easy to understand.

Urge people to share personal opinions or experiences.

Be an open question.

Lead to various answers and not just elicit one possible or desirable response.

2. Approach and Appearance

The first impression counts. So before you go out and ask strangers to answer your
question, think about your approach and appearance. Here are some tips:

v
v

v
v

Be friendly and smile.

Maintain eye contact. Show people that you are genuinely interested in what they are
saying. Nod and smile when they speak to encourage them.

Do not wear inappropriate clothing.

Look self-confident and optimistic. If you are nervous, try not to show it.

3. Conducting a Vox Pop

It would help if you kept some things in mind while conducting a vox pop. It helps to take
notes and check the levels while you record. This will make editing easier.

>

>

Content

v" Short and clear answers

v' Different opinions

v" Different voices (young/old, male/female)

v Do not interrupt people; be patient. You can edit the answers later.

Technical tips

v Find a suitable location where you will not pick up too much background noise.
v Wear earphones or headphones to check the volume while you record.
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v’ Start recording a few seconds before the answer starts, and keep recording a few
extra seconds at the end to make editing easier.

4. Editing a Vox Pop

Select the best answers. Discard the ones that need to be clarified, well-expressed, or
well-recorded. Make sure you have a mixture of different voices and opinions. Start and end
with a strong statement.

B8 Summary —

e From the quiet rustle of leaves in the breeze to the boom of thunder during a
raging storm, we are surrounded by sound. The human voice, the noise of
traffic, a melody produced on a flute or clarinet, and an animal’s cry are all
sounds we perceive with our ears. The sound is made up of vibrations that travel
through the air like sound waves.

e Sounds are recorded with a microphone that converts sound waves into
electronic waves, which can then be saved as an audio file. The recorded sounds
can be reproduced so that you can hear them from speakers that can be as tiny as
earphones or as tall as two people standing on top of each other.

e The medium that uses audio the most is radio. But audio also plays an important
role in other electronic media like television, movies, video clips, and video
games. Sound and music have become an integral part of media products like
movies or video games, and sound engineering has become a profession.

e A vox pop is a short interview recorded with members of the public. Journalists
use this format to show a variety of thoughts or opinions regarding a topic. In a
regular interview, you ask one person several questions. In a vox pop, you ask
many people the same question to get diverse opinions, outlooks, or
experiences.
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’  Questions

What is the difference between audio and sound?
How does sound become audio?

What types of media use audio?

What is vox pop?

Describe how to record and edit a vox pop.
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Introduction:

Video is an electronic medium for recording, copying, playback, broadcasting, and displaying
moving visual media. Online video production is booming today. For your content to be
compelling, you need to learn the techniques for recording and editing videos. At the end of this
lesson, you will be able to:

v" Understand video concept
v Record and edit video
v Use video to express media

When you have finished this lesson, you will understand:

I.  Videos
II.  Film and Video
III.  Film Genres
IV.  Fiction and Non-fiction
V.  Features of a Video
VI.  Video Sequences and Video Clips
VII.  Frame Rate and Frames per Second(fps)
VIII.  Video Shot Sizes
IX.  Aspect Ratio and Image Resolution
X.  Video Editing, Rough Cut, and Final Cut mean
XI.  Video Rolls
XII.  Vlogs
XII.  Video Copyright
XIV.  Editing Videos
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Lesson 33 Video

I. What is Video?
Video is a medium that conveys information via a sequence of images and sounds.

The images we see are called the visual part of the video. The sounds that we hear are the

auditory part. Thus, video is an audio-visual medium in which images and sound play

important roles.

A digital camera records video using sensors that generate electronic signals when
they are struck by light. This image data is stored in the camera or memory card. This
technology has only been available since the mid-twentieth century. Before then, recordings
could only be made on film. The very first video cameras were extremely large and
expensive. These days, technological advances have made video cameras much smaller and
cheaper. They are now easy to use, even for novices. Since 2003, video cameras have been
integrated into phones so that anyone with a cell phone or a smartphone can now record their

videos.

-

I1. The Difference Between Film and Video
The terms film and video are often used interchangeably because the film, like video,

conveys moving images and is an audio-visual medium. The difference between film and

video lies in technology. The film does not record the visual image electronically but
chemically on light-sensitive material known as celluloid. The film comes in various formats
(8 mm, 16 mm, 35 mm, 70 mm), each of which offers a different resolution. Production on
celluloid film is much more expensive than production using video technology since the

material on celluloid cannot be recorded. The film is a medium that evolved from
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photography. It was discovered that a series of still images shown in rapid succession created
the perception of motion. The Lumiére Brothers in France created one of the first films in
1895. It depicts a train rolling into a station. These early films were silent. They had no sound
because recording and synchronizing sound and visuals were not technically possible until
the 1920s. The first feature-length “talking picture” or “talkie” was “The Jazz Singer,”
released in 1927.

III. Film Genre
Movies with certain characteristics are grouped into film genres based on one of three

major aspects: a similar narrative, a similar plot, or a similar mood or atmosphere. Assigning
films to particular genres helps us discuss and analyze them and recognize and understand
what kind of films we like and dislike. Not every film can be assigned one particular genre
since some films combine elements of multiple ones. The most important genres that share
a similar narrative form include comedies, dramas, and biographies. Movies with similar
plots are found among the adventure, fantasy, science fiction, western, war, crime or
whodunit, music, and sports film genres. Genres that share a similar mood or atmosphere

include action, thriller, horror, romance, and erotic films.

s £
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IV. Fiction and Non-fiction
To be media literate, it is essential to distinguish between fictional and non-fictional

media content. A fictional film or video depicts something made up, invented, and designed.
The creator does not necessarily aim to illustrate truth or reality, even if the content is based
on real-life events. Fiction intends to express something in how the creator perceives it or
wants to depict it. The creator invents a fictional world. Most movies and music videos
shown in theaters, on television, or YouTube are fictional. They are scripted, and actors tell

or act out the story.
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Non-fiction is the opposite of fiction. Here the creator aims to depict reality and
illustrate the truth to the best of their ability. The maker of a non-fictional video (such as
news, a report for a magazine program, or a documentary) is always obligated to depict
events and the individuals concerned as accurately as possible. However, media can never
really present reality in its entirety. Media can only offer a glimpse or a segment of it, and
as a result, ignores or omits other aspects or angles. This means a filmmaker’s choices and

viewpoint always influence what part of reality is shown and what is left out.

V. Features of Video
As an audio-visual form, video is a multifaceted medium that can be used for many

purposes. It can relay news and information and can be found in documentaries, profiles,
magazine reports, and tutorials. Video is also used to entertain. The entertainment industry
uses video for movies, TV series, shows, music videos, and much more.

Videos with non-fiction content can convey to viewers impressions of events, places,
and people. Videos with fictional content can get viewers caught up in a story, so they
completely forget the real world. While both video styles have positive aspects, they also
have less positive ones in that whatever is shown is only a small segment selected by the
media maker. This can change or even manipulate viewers’ perceptions.

Although video combines images and sounds, viewers do not perceive the two as
equal. They are usually more conscious of the images than the sound, whose impact unfurls
in the subconscious. Media makers are aware of this and sometimes use sounds and music
to evoke an atmosphere or a certain mood to influence the video’s impact. Slapstick videos,
for instance, lose much of their comedic effect without all their amusing sounds. With no
sound, horror movies can lose their eerie atmosphere and feel less scary.

In the non-fictional field of news, on the other hand, this kind of manipulation
through sounds and music is not desirable. Only original sounds recorded on the event scene,
quotes from interviews and the journalist’s narration are used in a news video to convey as
much authenticity as possible. In the best-case scenario, the images of a news video and its
sound go hand in hand; they reinforce each other, and both tell the same story.

Another factor that can make it difficult for viewers to follow and understand a video
is that the video’s creators determine the playback speed of the images, sounds, and scenes.
Viewers cannot slow down or speed up the images. For instance, in a movie shown in a
theater or on television, information may be presented so quickly that viewers miss some of

it. Viewers can replay a sequence or even the entire video on the internet.
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VI. Video Sequence and Video Clip
A video sequence is a video section that forms a distinct narrative unit due to

technical elements or content. For instance, an action like frying an egg or making a call
with a smartphone can be broken down into five or six video shots. Together, these shots are
from a short sequence that tells one distinct part of the story. Another example is introducing
a person or a place in a movie through a sequence of shots that go together. Video clips, on
the other hand, are audio-visual sequences that are often a few minutes long and stand on
their own. Popular examples of video clips include music videos, video tutorials, product
reviews, or videos produced by citizen journalists. Video clips are very popular on social

media.

VII. Frame Rate and Frames per Second (fps)
The frame rate is the number of single pictures per second shown in sequence in a

video. If there are 14 to 16 pictures per second, the human brain perceives the action as one
fluid motion. At slower rates, the brain perceives each image individually. The movements
become jerky, and the motion seems “stop and go.” The standard frame rates for television

are 25 frames per second (fps) and 29.97 fps.
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VIII. Video Shot Size
A video shot size is defined by the distance from the camera to the subject. The closer

the camera is to a subject, the better you can see the details, which means you can see less
of the surroundings. If the camera is far from the subject, viewers have more of an overview
of the location or situation. Long, medium and close-ups are the three most widely used shot
sizes.

Filmmakers employ a variety of shot sizes to make a video interesting and exciting
and keep the story’s pace going. The sequence of shot sizes influences viewers’ perceptions

and emotions as they watch the video. A series of long shots can create a calm feeling,
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whereas many close-ups or details in a row can be perceived as disturbing, disorienting,
eerie, or mysterious.

The five video shot sizes that are most popular are:

Long shot

Medium shot

Close-up

Medium Close-Up

AN N NN

Over the shoulder

IX. Aspect Ratio and Image Resolution
The aspect ratio is the proportional relationship between an image’s width and

height. For quite a long time, the standard aspect ratio for television was 4:3. Nowadays,
16:9 is the standard because it corresponds better to a person’s natural field of vision. The
evolution of smartphones has also popularized a vertical video format of 9:16. It has become
the standard for social media stories or status updates because of how people hold their
smartphones. Users don’t want to flip their phones sideways to watch a video while scrolling

through their newsfeeds.

The image resolution for videos is measured in pixels. Pixels are the single dots or
points of color that make up a video image. The greater the number of pixels, the sharper the
image is. Standards for the internet for 16:9 video are high-definition (HD), with 1280%720
pixels, and full HD, with 1920x1080 pixels. A higher resolution also means a bigger file
size. So depending on what the video will be used for, full HD might not be necessary (e.g.,

posting a video on social media).

1x1 2xr2 585 10x 10 20% 20 50 x 50

100 % 100
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X. Video Editing, Rough Cut, and Final Cut
Video editing combines separate recorded scenes or shots to create one video. In the

first step, the rough cut, the individual shots, or scenes are arranged logically, and excessive
material is deleted. There should be a mix of shot sizes to give the video an interesting
structure. In the second step, the final cut, the transitions between the separate shots or scenes
are perfected to ensure one continuous flow of movement. Colors are filtered or altered as

needed, and text, music, language, and sounds are added.

XI. Video Roll
1. A-Roll

A great way to think of A-Roll is media that “tells” the story, such as an interview or
anews segment. The primary audio and video often consist of one or more people discussing
a topic or relating a narrative. A-Roll is the driving media in most documentaries, news
broadcasts, talk shows, and reality shows. Another problem with using the A-Roll media
alone is that since A-Roll footage is usually of people talking, there are often fumbled lines,
coughs, sniffles, and stutters that need to be edited out. That’s where B-Roll comes in.

The clip below is a good example of A-Roll media. The anchor’s monologue drives
the story from beginning to end while he talks about the importance of having a mobile
website.

Example of A-roll

With the A-Roll alone, the story is communicated clearly. The problem is that A-
Roll tends to become extremely boring, making it harder for the audience to remain engaged.
Remember, the audience is watching the video because they expect to have the story shown
to them, not just told.

Another problem with using the A-Roll media alone is that since A-Roll footage is
usually of people talking, there are often fumbled lines, coughs, sniffles, and stutters that
need to be edited out. That’s where B-Roll comes in. (repeated)

2. B-Roll

B-Roll is additional footage used to support the A-Roll visually. Think of it as a video
that “shows” the story. If the A-Roll narrative talks about residences, the B-Roll might show
a house. It just needs to complement and, if possible, confirm the story told by the A-Roll
media. Using B-Roll footage helps break up the monotony of a common A-Roll interview
shot, making the whole thing much more engaging.
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B-Roll is also used as a “cutaway.” Cutaways allow an editor to remove parts of the
A-Roll undetected. In the same way, an editor may use a quick cutaway to combine two
portions of the A-Roll. Since the audio from the A-Roll usually acts an as a voiceover on top
of the B-Roll footage, the editor can then cut out or edit parts of the A-Roll audio as needed.
Cutaways are perfect for when you want to remove a portion of an interview or when an
interviewee sputters, coughs, or says “um’” too often.

Example of B-roll

The term “B-Roll” tends to make the supportive footage seem secondary and less
important, but it certainly isn’t. You only have an interview without the supporting footage
showing the action. The B-Roll footage is really what makes a story come alive.

For the news segment A-Roll, we would want to capture B-Roll footage of people
using their phones and tablets to access mobile websites, a few customer interactions, and a
business transaction. Then we could use those shots to help the anchor show the story more
visually engagingly.

Whatever B-Roll footage you choose, make sure each shot supports the narrative
driven by the A-Roll media.

Although this is a basic example, you can see how A-Roll and B-Roll are used
together to tell and show a story. If you’ve ever filmed an interview and used supporting-
action footage to supplement it, then you’ve already used A-Roll and B-Roll together
properly. When you do, you tell a better story, and telling a better story is what it’s all about
in the end.

3. A+B Roll

Using editing software, A-Roll and B-Roll media can be mixed and merged to tell a
much more engaging story. In this example, we have our B-Roll shown playing over the A-
Roll. It starts with the news anchor in the studio delivering his news segment. Then, while
the anchor’s audio continues to tell the story, the B-Roll footage is cut in to help support
what he’s talking about.

Example of A+B-roll
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XII. Vlog

A vlog, or a video blog,
is like a video diary, where a
person regularly produces and
publishes video  material.
Unlike a  blogger, who
regularly publishes new texts
and pictures, a vlogger shares
material via video, mainly on
YouTube. Most vloggers share personal experiences and ideas. Their subjects range from
self-expression to travel reports, from observations and thoughts to well-argued opinions,
from hobbies such as cooking, sports, and music to social activities or make-up and fashion
tips. For vloggers, it is important to develop an audience and keep viewers coming back for
subsequent episodes. To do this, they use a variety of techniques. Vloggers may address
viewers at eye level and thank them for watching, posting comments and ideas, and
subscribing to their YouTube channel. At the end of their video, a vlogger may announce
upcoming episodes or refer viewers to existing ones. Anyone can create a vlog with the
proper smartphone and an internet connection. But to pursue it seriously, the topics covered
must be interesting to a potential audience. In addition, a vlogger must commit to posting
new videos regularly, like being on camera, being comfortable sharing personal thoughts

and ideas with others, and enjoying building a personal connection with an audience.

1. Important Aspects of a Vlog

A vlog has very clear features that distinguish it from other videos. Normally, just
one person, the vlogger, stands or sits in front of the camera and speaks into it, addressing
the viewers. The vlogger looks directly into the camera, intensifying their connection with
the viewers and giving them the sense that the vlogger is interacting with them. A vlog
segment is often recorded using only one-shot size, with the camera stationary on a tripod.
The only thing that moves is the vlogger, who employs gestures and facial expressions to
emphasize what is being said. A vlog generally lasts from one to around five minutes. A
simple vlog does not require editing. Some vloggers use jump cuts to grab a viewer’s
attention. These are abrupt transitions where the shot size remains unchanged from one
frame to another, but the vlogger is in a different place or position in the subsequent shot.

This creates the impression of a jump. Some vloggers also complement their videos with
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texts, links, or images they add during editing. Space for comments below the video
facilitates interaction between the vlogger and viewers, who provide feedback on the

vlogger’s work.

2. Tips for Vlog Recording
A. Language and Text

It is always important for a vlogger to think about their audience. Please choose an
appropriate way to talk to your viewers and speak directly to them. It helps to think of an
individual viewer, a friend. Imagine you are talking to that friend, not to a camera.

v Introduction: How do you want to introduce the issue to your viewers? With a
personal example? With a question?

v" Middle Section: What additional aspects, questions, or examples do you also want
to address and when? Do you want to surprise your viewers? How?

v Conclusion: How do you want to end your vlog? With a conclusion? An open-ended
question? Regarding a link, another vlog, or a call to action?

B. Voice, Gestures, and Facial Expressions
A vlogger can employ various tools to emphasize the text.

Voice: You can play with your voice and pitch: speak loudly or quietly, and pause
occasionally. Just make sure you always speak clearly.

v" Facial Expressions: Look directly into the camera and use facial expressions to
indicate how you want to get your point across—either seriously or humorously.
v Gestures: Use gestures to emphasize what you are saying.

C. Images and Sound

v Image: Place the camera or smartphone at eye level. Make sure that the shot shows
the vlogger from the chest upward and that facial expressions and gestures can be
seen clearly.

v Sound: Since background noise can be disturbing, choose a quiet location where no
one speaks simultaneously. Do a sound test.

D. Recording

Turn on the recording device before the vlogger begins speaking. Let it run for about
five seconds, and then signal the vlogger to start. Hold the device steady. You can place your
elbows on a table to help steady your hold. Wait five seconds in the end before you stop
recording. Extra material can always be edited out, but you can never record a moment that
has already passed.
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XIII. Video and Copyright
Copyright applies to all videos uploaded to the internet. This means that a user may

only upload content for which the user owns the copyright. If, for instance, someone records
a TV show or sports broadcast shown on television and posts it on YouTube without
permission, this is a violation of the TV broadcaster’s copyright. If you produce your music
videos and post them, ensure you respect the musicians’ copyrights and the record labels.
Producers of video games own the copyrights for game tutorials and Let’s Play videos.
Given the massive number of videos uploaded to the internet every day, it’s not always easy
to determine which user has infringed on copyright laws with which video, but it is not
impossible. Some YouTube users have already been sued for infringing on copyrights.
That’s why it is essential to post only self-produced video content online or to work with

Creative Commons (CC) licenses.
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B8 Summary
Video is a medium tiidt CO1vey Otiiidiion via a sequence of images and sounds}

The images we see are called the visual part of the video. The sounds that we hear
are the auditory part. Thus, video is an audio-visual medium in which images and
sound play important roles.

The terms film and video are often used interchangeably because film, like video,
conveys moving images and is an audio-visual medium. The difference between
film and video lies in technology. The film does not record the visual image
electronically but chemically on light-sensitive material known as celluloid.
Film genres are stylistic categories where a particular movie can be placed based
on the setting, characters, plot, mood, tone, and theme.

“Fiction” refers to a film created from the imagination. “Non-fiction” refers to
films based on fact.

A video sequence is a section that forms a distinct narrative unit due to technical
elements or content.

The frame rate is the number of single pictures per second shown in sequence in
a video. If there are 14 to 16 pictures per second, the human brain perceives the
action as one fluid motion. At slower rates, the brain perceives each image
individually. The movements become jerky, and the motion seems “stop and go.”
The standard frame rates for television are 25 frames per second (fps) and 29.97
fps.

A video shot size is defined by the distance from the camera to the subject. The
closer the camera is to a subject, the better you can see the details, which means
you can see less of the surroundings. If the camera is far from the subject, viewers
have more of an overview of the location or situation. Long, medium and close-
ups are the three most widely used shot sizes.

The aspect ratio is the proportional relationship between an image’s width and
height. For quite a long time, the standard aspect ratio for television was 4:3.
Nowadays, 16:9 is the standard because it corresponds better to a person’s natural
field of vision.

A-Roll is media that “tells” the story, such as an interview or a news segment.
The primary audio and video often consist of one or more people discussing a
topic or relating a narrative. A-Roll is the driving media in most documentaries,

news broadcasts, talk shows, and reality shows. j
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)

B-Roll is additional footage used to support the A-Roll visually. Think of it as a
video that “shows” the story. If the A-Roll narrative talks about residences, the
B-Roll might show a house. It just needs to complement and, if possible, confirm
the story told by the A-Roll media.

A vlog, or a video blog, is like a video diary, where a person regularly produces

and publishes video material.

o> =

.'.' Questions

What is the difference between film and video?

What are fiction and non-fiction?

What are video sequence, video clips, and shot size?

What is the difference between frame rate and frames per second?

What are A-roll and B-roll?
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Introduction:

Email is a more popular and official form of e-mail than any other social network. Writing a
message is different from saying it orally. It would be best if you learned how to use words to
understand them easily. At the end of this lesson, you will be able to:

v Understanding the ethics of email
v Know the type of email
v" Prepare the message properly before sending

When you have learned this lesson, you:

L Email

II.  Legal value of Email

HI.  Email Privacy

IV.  How to speak in email

V.  Multiple Email recipients

VL Part of an email
VIL Effective communication via email

VIIL Webmail and Mail Client
IX. Email attachment
X.  Spam and Virus
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Lesson 34 Professional Communications Via Email
I. Email

Email (also known as email) is a means of communication using computers
connected to the Internet to send messages to each other. In developed economies, email has
become the essential form of professional communication.

The email has three main advantages:

v" When an email is sent to you, your computer will receive the email immediately.
Suppose the recipient's computer is not yet open or connected to the Internet. The
sent message will be stored on the Internet (server) until the recipient is connected
and reads it.

v Email can be stored permanently on the user's computer, Internet, or both. It will turn
into a list of all the information sent and received by the user. Because it is an easy
way to find information in old emails, this list is very useful for storing other
information. It is also easy to recover personal and business information.

v" It can be used with the attached file and allows sending by attaching various files via
the Internet to any other user.

The added value of an email is that it is free and can send messages or information
without limiting the length or number of characters, even if you send it to different countries.

I1. Legal value of the email

It's not the same as a paper-signed letter. Although the email shows the sender's
name, sometimes we can not confirm that the email was written by a person whose name
shows the sender. It is not difficult to send using someone else's name. Therefore, we can
not use email as evidence in the legal system because it is easy to falsify.

So we usually use email only in work and personal relationships daily. Still, you
cannot send it via email when there is a need for legal documentation (such as a contract,
etc.). Original documents must be printed, signed, and send by post station.

I11. Email Privacy

The laws of most countries generally protect the confidentiality
of letters sent by post. No one, not even the government itself, has the
right to read private letters sent from one city to another, from one
company to another, or even to listen to telephone conversations.
Police can only do so with the permission of a judge to investigate a
crime. The same rules apply to email. No one can read emails sent by
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any citizen or by any private company without the permission of a judge.

Emails are usually password-protected. We can not read someone else's email unless
we know their password, and others cannot access our email unless we tell them our
password.

IV. How to speak in email

Email is a means of communication using real words. Because we can not use
phrasing phrases to connect our emotions to the message or the recipient, all this information
will be in the phonetic tone of the email. The problem is that emails can be written as quickly
and sparsely as letters, and sometimes the sentences are not clearly defined, leading the
recipient to misunderstand that the email is rude—a lack of respect for them.

When writing emails, we must always be careful and respectful, especially when
discussing any important issues that could make the reader feel personally.

Email is not much different from the mail. The important thing is that we must
understand how we should introduce ourselves to the recipient. We should use the same
respect as we used in the letter sent to the same person: the official form is "Respectfully
yours ..." and the informal form (for friends) is "Hello ..." Phonics and endings of text should
be the same.

V. Multiple Email Recipients

Emails can be sent to one or more people at once. For each recipient, the sender can
email them with a direct address to (To) or who will be copying the information (Cc). Once
they receive what they received, the recipient may see all of the recipient's email addresses,
including the one assigned to "To" or the "Cc" copy.

The sender may also secretly copy an email to a recipient without the other person
seeing the recipient's address. Such a copy is called a secret copy (Bcc).

For communication within the company, different sections will also be informed of
what happened by copying the email to those involved, even if they are not the main
recipients. However, this is done to make the flow of information smooth or transparent in
the company to make it more efficient in the work and reduce the problems that occur due
to wrong communication.

VI. Part of Email
The email has three parts:

e The address of the person to whom the email will be sent (to, cc and bbc);

e The subject of the email is a brief description of what the email will display To the
recipient

e The body, where it will be written, including the salutation, the content, and the
signature.
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VII. Effective communication via email
Here are some rules and steps you should follow when writing an email.

v' If you are writing to more than one person, you should decide who is the direct
recipient and who is the recipient. Enter the correct email address.

v' Write a short but meaningful topic. Once someone gets something, they will preview
the email subject based on this topic. They will decide whether to read this email
immediately or leave it for later. Meaningful topics help to make them aware of the
purpose of the email and how to organize their work.

v Do not write too long an email. Write too long unless the work is important. It is
understood that long emails are difficult to read and most of them are not read at once
because it takes too much time for the reader.

v Emails written fast are also read fast ... and most of their content and phonetics are
misunderstood. Before writing a reply to someone's email, especially if you think
that the content of the email is rude, you must carefully read the original email before
you write a reply, analyzing your purpose. Also, write. Try to see if there is a
difference between what you understand now and what you first understood.

v" When replying to someone's message, ensure you have entered enough information
to let the recipient know what you are replying to. This is usually done by copying
some text from the message we received and then writing a reply immediately below
it. The email Manager usually copies the entire message received when we reply to
that message. You do not have to copy all the original messages you received. Copy
the relevant parts to the response. In this case, you should delete parts that are not
relevant to your response to avoid writing emails too long.

v" Please read and review your email, thinking about the tone and mood of your readers
as they read what you wrote. Ask yourself if what you have written is negative.
Remember that what you read is considered rude. It will make you respond more
politely and may damage your relationship.

v" Check for spelling errors. Emails with too many spelling mistakes can make readers

think negatively about your professionalism. Then start sending it.

VIII. Web Mail and Mail-Client

There are two ways to read, write and manage your email. The first way is to use a
web browser. In this case, all your mail is stored on the Internet, not on the computer you
are working with. After using the email address (username) and confirmation password to
access the email account you created, you can see the subject of all the emails you have
received (emails sent). You) and can read any email you want to read. You can also compose
a new message, reply to an email you received, or organize an email to a new folder to update
your inbox. You are in the right order. Using email in this way is called Webmail. It is
especially interesting for those who do not have a personal computer and want to use their
email in a different place where they can access it from any computer as long as that
computer is connected to the Internet.

The disadvantage of Webmail is that you can only use it if your computer is
connected to the Internet. If you do not have your computer connected to the Internet, you
will not be able to view any information.
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In general, the free email provided by Yahoo or Google email service providers is
called online mail, and their business model is also advertised to you when you are reading
your mail. You.

Another way to manage your email or email is by using an email client. The email
program is a computer program that allows users to download all their messages to a
computer and organize their email without having to connect to the Internet (except when
sending and receiving emails).

Using an email client in this way is a common way for those who work in one place
with a single-user computer or laptop but do not need an internet connection all the time. In
this case, they can go anywhere with an internet connection to receive and send mail. Still,
they can read and write mail anywhere without needing the Internet and can send emails
back once they have connected their computer to the Internet again.

Using an email client is usually faster than using Webmail (Gmail or Yahoo) because
all the information is already on the computer and does not need to be downloaded every
time we want to read a message. The downside is that we can not read email in a different
location from our computer. We can also combine both email forms. Users can download a
copy of all emails to the email program and keep a copy on the Internet, which can be
accessed online when needed.

IX. Email attachments

It is not uncommon for sending an email to the Post station to include other
documents in the envelope, such as invoices, leaflets, photographs, or CDs. The same can
be done with email, but all the files we can send must be electronic.

Inserting a file in an email is called attaching the file. It is most commonly used to
attach files via email, which can be done easily, quickly, and for free, or at the lowest cost
for sending files to other users, including files, typewriters, pictures, and sounds (music). )
Etc. The email manager (email or online email program) has buttons that allow you to select
the files you want to attach via email while you are writing the email. When this function is
used, the selected file will be sent to the recipient with an email.

The file size limit is the size of the attached file. Most email systems determine the
file size, and internet speed allows us to send large files. Large music or video files can be
difficult to send because they are too large.

X. Spam and viruses
Along with its advantages, the
email also has its drawbacks. The first
problem is that it is a free, low-cost, and
easy-to-use service that sends emails to
millions of users. Some companies
specialize in doing this. Sometimes they
@ capture the email addresses of as many
people as they can find and then use these
addresses to send advertisements or try to
plot fraudulently or not directly with users.
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This type of bulk message is called spam, and it has become a problem on the Internet, with
emails sending as much as 30% of all our emails.

Most users receive more spam than regular messages, sometimes up to 20 or more,
each of which they receive from someone they know. Spamming is illegal in many countries,
but since it is made from various sources on the Internet, it isn't easy to stop.

The second problem with email is that it is used to distribute computer viruses. A
computer virus is a small program that installs itself into a user's computer, destroying it and
stealing user information. Computer viruses are transmitted from one computer to another
through email or various types of media, such as removable media, USB drives, etc.

When sending an email, the virus associated with the email is sent to the user. The
virus only affects the recipient's computer if the recipient opens a program or file associated
with the email. An infected email is sometimes received from a friend who uses that friend's
name to trick the user into opening the virus and affecting the user's computer. To do this,
the sender of the virus hijacked the user's email address (by stealing their password first) and
then sent an email to all those in the contact list using your name in the address book. They
have stolen that. Email users should be careful before opening any attachments that come
with the received email unless they are sure it was sent by someone they know for a specific

purpose.

The virus only affects computers running Microsoft operating systems such as
Windows. Computers running Linux or Mac OS / x will not have to worry about computer
viruses.

For Windows computers, you can also buy anti-virus software that protects your
computer from the effects of viruses. These programs are called anti-virus programs that can
remove viruses from a computer affected by the virus and repair the damaged parts using
the program. It is important to have this anti-virus software if your computer is running
Windows. Currently, most infections are not caused by email but by USB removable storage
devices that can transmit the virus by connecting (plugging) the device with a computer.
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—
¢ Email (also known as email) is a means of communication using computers
connected to the Internet to send messages to each other.

e When writing emails, we must always be careful and respectful, especially when
discussing important issues that could make the reader feel personal.

e Emails can be sent to one or more people at once. For each recipient, the sender
can email them with a direct address to (To) or who will be copying the
information (Cc). Once they receive what they received, the recipient may see all
of the recipient's email addresses, including the one assigned to "To" or the "Cc"
copy.

o The email has three parts:

o The address of the person to whom the email will be sent (to, cc and
bbc);

o The subject of the email is a brief description of what the email will
display to the recipient

o The body, where it will be written, including the salutation, the
content, and the signature.

e Webmail is stored on the Internet, not on the computer you are working with.

e Email client, all the information is already on the computer and does not need to
be downloaded whenever we want to read a message.

e Spam is any unwanted, unsolicited digital communication sent out in bulk.

_

BB Summary ~

B g B0 =

.".' Questions

What are the advantages of email?

Why speaking in email not the same as using real words?
How many parts of the email?

What is the difference between Web-mail and Mail-Client?
What are Spam and Virus?
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Lesson 35 Internet, social media safety and privacy
I. Internet

The internet is a network that connects computers around the world. It uses a
language common to all computers online called TCP/IP (Transmission Control
Protocol/Internet Protocol). This is where the term IP address comes from. The device
address that the information you access is sent. This common computer language divides
information and data into small chunks (called packets), is sent through data lines, and
reassembles for the person accessing them.

1. Characteristics of the internet

The internet is constantly changing and being updated. It gives users seemingly
infinite choices when they search for information. Users have instant access to a huge pool
of data, which is empowering. No official authority controls the internet, meaning
individuals and organizations are responsible for the information they post online. On the
one hand, this results in a lack of protection for users, but on the other hand, it means the
internet fosters freedom of speech on a global scale. Since there is no editorial control on the
internet, there are also a lot of rumors, half-truths, and lies that may look like accurate
information at first sight. In addition to these kinds of disinformation, the internet is home
to hate speech, pornography, racism, and incitement to violence. Despite a good deal of
harmful content, the internet allows individuals, minorities, and special interest groups to
voice their opinions. It can connect people with similar interests or experiences around the
globe.

The information on the internet is stored on servers and hard drives worldwide. That
is why it is almost impossible to delete information from the internet, although it can be
difficult to find. The fact that “the internet never forgets” may be worth considering before
posting compromising information or pictures.

No one owns the internet itself because it is a “network of networks”. Individual
companies and organizations own networks connected to millions of other networks to form
the internet.

2. The internet’s global players

Although no single person or organization controls the entire internet, some key
players and companies are very influential online. They include companies like Microsoft,
Apple, Facebook, Amazon, and Google from the United States and JD.com and Alibaba
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from China. They all have agendas and motives (e.g., to make money, collect data about
users, etc.) Other powerful players are involved in the internet’s many different aspects.
Some offer services like internet providers, hardware, and software developers and
producers. Others play key roles in web security, commerce, and communications.

3. Web 2.0

Web 2.0 refers to the second stage in the development of the internet. It became a
reality in the first decade of the 21st century. Before that, in the early days of the internet,
users mainly used the net to read information online. That’s because the internet was slow,
data lines were limited, and it wasn’t easy to put content on the internet without knowing
how to program in a computer language called HTML. This was too complicated or time-
consuming for most people. But around the turn of the millennium, technological
developments made it possible for anyone to post information in the form of stories,
comments, pictures, or videos with just a few clicks of a mouse button. Over the next few
years, this made the creation of social media like Facebook, YouTube, Instagram, and
Wikipedia possible. Today, we take it for granted that everyone can generate and share
content and read it. But this so-called participatory web hasn’t been around that long. Web
2.0, which erased the line between content consumers and content creators, has only been
around for the last ten or fifteen years.

WIKIPEDIA
hi Gl
(11| Tube| Linked [}
Li—;ls\idoshare 2 . O

B flickr
COAK%)SIQ .. del.icio.us

I1. Social media

Social media refers to websites and applications that allow users to create and share
content with a network of other users in a virtual community. Users create personalized
profiles and can interact with each other and communicate differently. They can share photos
and videos, chat online, and create groups that connect people with similar interests. In many
countries, social media like Facebook have become people’s most important information
source. That’s why social media have also become important distribution channels for
traditional media like newspapers, radio, and TV. Today, many consumers access media
content through social media rather than going directly to a media outlet’s website or buying
a newspaper.

Examples of popular social media sites include Facebook, YouTube, WhatsApp,
Twitter, Snapchat, TikTok, and Instagram. They are the market leaders almost everywhere.
But some social media are not accessible in some parts of the world. For instance, Facebook,
Instagram, and most Google services are banned in China. China has its social media
platforms: WeChat can be compared to Facebook or WhatsApp; Weibo is reminiscent of
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Twitter, and QQ is another Chinese instant messaging app. In other regions and countries,
different social media platforms have become popular. People in Russia and some former
Soviet Republics, for instance, like to use VKontakte and Odnoklassniki in addition to
Twitter, Facebook, and Instagram.

020
411,

®

vEn Jd.

1. Advantage of Social media

Social media sites are designed to be easy to use and are usually free of charge. Users
do not need particular skills to create a profile and start posting content and interacting with
other users. Social media makes it easy to keep in touch and find other users with similar
interests. Because these sites encourage you to make connections, they can be used to find
useful contacts and sources. Social media has great potential to make the internet a more
dynamic and democratic place. Ordinary people, who are not professional journalists, have
a channel where they can tell their stories and discuss what is on their minds. Social media
also helps citizens become more engaged with the media and developments in society
because we can all post comments and links about the information we see online.

Social media sites are potentially valuable spaces for political activity. These sites
enable direct communication between politicians and voters and allow voters to keep close
track of the activities of politicians online. Reactions, debates, and conversations can take
place quickly online. Social media can also be useful for informing, connecting, and
organizing large groups of people fast. People can organize protests and demonstrations
through social media and bring about change. That is why some governments dislike social
media’s potential to challenge the status quo. But social media also enables governments to
monitor citizens closely. It enables those in power to spread messages quickly, which in
some cases includes propaganda and lies.

2. Impact of social media on society

Social media sites have been blamed for a loss of privacy. People often share more
information about themselves online than they would feel comfortable doing offline. Some
people are concerned that human interaction has shifted online, which could negatively
affect communication. Since when communicating online, people are usually not physically
present with those they are communicating with, social cues can be missed or social norms
ignored. That means online discourse can be more negative and aggressive than in person.
In addition, users often share rumors and lies without checking them beforehand. This can
lead to disinformation spreading rapidly and becoming an avalanche of lies and hatred,
which can severely impact society. However, social media also enables instant
communication worldwide and have brought many people together who would not otherwise
have been able to interact. The fact that anyone can access and create online content has the
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potential to create democratic spaces online that foster freedom of speech and freedom of
information.

II1. Safety and privacy
1. Risks of social media

A big risk connected to social media is the spread of disinformation. Social media
users can easily be fooled into thinking that the information they see on the platforms is
accurate. But since anyone can publish anything on social media, false information such as
lies, rumors, and hoaxes is very common. Worse yet: much of this false information is
deliberately created and spread to stir emotions like hatred, fear, or resentment of others, be
they minorities, people with other political convictions, religious beliefs, or members of
different ethnic groups. Social media works by getting users to share information, but since
the platforms are public spaces, others can access this information. This means we must
carefully consider the information we post about ourselves. If someone you do not know
sees something personal you have posted about yourself, it can feel like an invasion of your
privacy. Sometimes employers check the profiles of their employees or job applicants to see
what kind of image they are presenting online. Other risks include posting when you go on
holiday, which can make your home easy prey for burglars. Since it is easy to post things
anonymously on the internet, cyberbullies and hackers can easily post insults or threats,
gather information, or create fake profiles. The main risks here involve safety and privacy.
Posting or entering information about yourself online can put you at risk of being hacked,
which is when others gain access to your data without your permission.

2. What is sexting?

Sexting is intentionally
sharing sexually explicit texts,
images, or videos between
individuals. This is often done by
mutual consent. Sending intimate
pictures or videos has become
fairly common among teenagers
or couples in many societies.
People take sexually explicit
photos or videos of themselves
with their smartphones and send
them to their partners. However, this comes with risks. If people send explicit content
without having the prior consent of the person they are sending it to, this can be considered
sexual harassment. Some people also share their partner’s explicit content without that
person’s consent to show off in front of friends or groups they want to impress. This is a
serious violation of trust. There are also many cases where someone shares intimate content
after a romance has ended to hurt the former partner (“revenge porn”). When people share
such intimate photos, texts, or videos to groups or publicly on social media without consent,
the damage can be incalculable. The person in the picture or video whose trust was broken
will feel violated and ashamed. Sexting can damage a person’s reputation and lead to
discrimination or cyberbullying. The victims often develop anxiety or depression.
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Sexting can even be a criminal offense, especially if minors are involved and if that
sexually explicit material is shared with others. In most countries, it is a crime to possess
sexually explicit material that depicts a minor. People can be prosecuted if they forward or
share such pictures or videos within a social media group. People who receive such material
and do not report or delete it also commit crimes. The role of educators is to sensitize social
media users, especially minors, so that they can protect themselves. They should not share
sexual material with others, not even their partners. The relationship could end, but the
sensitive photos and videos will remain online forever. Once people share anything online,
they lose control over it. It is out in the world indefinitely, and they cannot reign it back in.
One day, their parents could see it as their boss, siblings, friends, or neighbors. This could
be tomorrow or in ten or twenty years. So, if the content is the kind people would not want
just anyone to see, they should not let it out of their hands.

3. What is cyberbullying?

Cyberbullying is a form of

bullying and harassment through ATNN v
electronic means. Examples include i
spreading lies about someone on
social media, sending hateful text
messages, or threatening someone
with phone calls. Cyberbullies
target individuals. They attack their
victim  repeatedly to  harm.
Sometimes bullies act alone, and
sometimes groups of people gang
up on a victim.

Cyberbullying can go hand in hand with offline bullying, for example, in school or
at the workplace. It has a destructive effect. Targeted people feel under attack 24 hours a
day, wherever they are. They feel powerless, scared, and ashamed. In many cases, shame
prevents them from speaking up or seeking help. While cyberbullying is hard on the victims,
it is relatively easy for perpetrators to launch an attack and keep it going. Sometimes they
bully just for their amusement or to trigger a reaction. Sometimes, when a group of bullies
targets a victim, everyone tries to outdo the other by striking repeated, harder blows. Even
if each of these insults is relatively small, the cumulative effect can devastate the targeted
person.

To prevent cyberbullying, educators need to sensitize young people about the harm
it can do, about ethical behavior on the internet, and about communicating respectfully and
responsibly. Unethical behavior online influences how we behave towards each other
offline. It can poison our relationships and erode trust. It is essential to understand that
everyone plays a role in stopping cyberbullying. Victims should speak up as soon as the
bullying starts before things spin out of control.

They should take screenshots to secure evidence or save offensive e-mails. The
offenders must reflect and understand that their behavior is harmful and may even be liable
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for prosecution. Bystanders and observers should know that they should step in and clarify
that cyberbullying is unacceptable.

4. What is hate speech?

While cyberbullying
targets individuals, hate speech is
often aimed at groups and
members of groups minorities,
who generally have less power in
society. Hate speech attacks
people based on attributes like
race, religion, ethnic origin,
national origin, gender identity,
sexual orientation, or disability. It
uses different expressions, including insults, defamation, degradation, and threats.

The definition of “hate speech” and its laws vary from country to country. Hate
speech occurs both off- and online. Online, it is conveyed through text, images, memes,
audio, or videos.

Hate speech is problematic both for individuals and for societies. Being a victim of
hate speech is stressful, traumatic, and can be a blow to one’s self-esteem. Victims of hate
speech sometimes withdraw completely from public forums because they feel marginalized.
Hate speech looks for scapegoats, creates social divisions, and wipes out empathy. So, in
addition to making the lives of minority groups difficult or even destroying individual lives,
hate speech can erode a society from within by creating a climate of fear and hatred. While
some haters voice their anger loudly, people who disagree with them often remain silent out
of fear of becoming victims themselves. The more people remain silent, the higher the
danger that the haters influence public opinion and, ultimately, the political agenda. Hate
speech can lead to a polarized society where respectful dialogue is no longer possible.

The first step to countering hate speech is exposing it as such, scrutinizing hateful
arguments, and unmasking the intentions of the hater. Educators can train others on how to
promote respect on- and offline. They can encourage toned-down, unemotional language,
facts, humor, or counter-arguments to tackle hate speech. And they can train others how to
create and promote a climate of tolerance and respect.

5. Online disinhibition effect?

The online disinhibition effect suggests that people’s online behavior is often
different than when dealing with someone face-to-face. Some people do not feel ashamed
when behaving immorally or violating common rules of decency, politeness, courtesy, and
respect online. This disinhibition can happen quickly on social media because people can
often be anonymous or hide behind technology. Humiliating pictures or memes about others
can be posted with a few clicks. It is easy to insult someone publicly on their timeline, use
emotionally charged, hostile language, or even bully or threaten a person online. There seem
to be few consequences. Very often, actions cannot even be linked directly to a perpetrator.
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Being invisible, not having eye contact with the target of their hostility, and not being
confronted directly with others’ reactions can bring out exceedingly unethical behavior.

6. Digital footprint

It is saved as digital data when you type something on your
7 /\\ computer or take a picture with your phone. Digital data can be
s stored, transmitted, and processed repeatedly without losing
\ " ‘@ quality. In addition to the digital data, for example, the photo, your
X O online actions also generate so-called metadata. This is data about
profilé ..
sReputation your data. In the case of a digital photograph, the metadata could
wﬁ\\““\\\% include when and where you took the picture and with what shutter
\‘ ?~ speed and aperture. This information is automatically generated
g\;:\é ::;_ §; and stored.
@ﬂg 2 When you use a computer or cell phone, you leave data
TS _ )
Og:;’ tracks. They can include your phone number, your computer’s
;§’%\ serial number, the country you live in, the language you use, your
~§°\\g{& browser history, your fingerprint, or the location where you access
&QQ\Q\&\ a Wi-Fi network and the internet. Some smartphone apps and
@ N . .
' gvz&*\\ social media platforms also record when you use them and for how

long. In addition, some of them store your address, your e-mail
address, your contact list, your photos and videos with all their metadata, your list of friends
and groups, your likes, shares, and messages. They store it to tailor their services to your
preferences, but they may also sell this metadata to advertisers, governments, or interest
groups.

Data and metadata say a lot about you. The technology you use makes it possible to
trace or identify you. This data may also reveal some things you might rather keep private.
Your Facebook likes, for instance, can often reveal private beliefs and personality traits or
identify your political viewpoint or sexual orientation. These data traces are easy to tap into.
Ultimately, your life becomes more and more transparent to those who store, buy, or even
steal your data.

7. What role does my data play in social media’s business model?

Social media platforms are businesses. They face the same risks as other businesses
and have operating costs to cover. They must pay their employees, like developers,
programmers, and web designers. So how can they cover these costs if their services are
free? And what role does your data play in all of this?

When you agree to a social media platform’s terms of service, you also agree to its
privacy policy, which describes how the platform will use your data. Most social media
platforms monetize your data. Whoever is interested in your likes, dislikes, opinions, and
interests can pay to get your data. There is no way for you to know who buys this data. But
many businesses, advertisers, institutions, insurance companies, political parties,
governments, secret services, and law enforcement agencies find the data interesting enough
to pay good money.
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Another way that social media companies make money is through advertising. These
platforms have millions of users, so millions of pairs of eyes see their content. This attention
is capital that social media platforms can market. They generate income by allowing
companies to advertise on their site, and the advertisers hope to profit from getting all those
views. Algorithms tailor what advertisements are shown to different users. These algorithms
scrutinize users’ data and metadata to identify which products or lifestyles appeal to these
individuals or which ideologies they follow or show a possible interest in.

8. What is cyber security?

Security means being free from danger or external threats. Cyber security, or digital
security, means being safe on the internet: your data, your accounts (social media accounts,
online banking), and devices (smartphone, computer, etc.) are protected against criminal
activities and other external threats. You can stay more digitally secure by using special
software or activating certain website features. For example, you can use anti-virus software,
set up firewalls, and install protection against spyware. You can increase the security of your
smartphone by adding a secure mechanism to unlock it: a pin, a pattern, or your fingerprint.
Social media platforms feature adjustable settings that can improve account and data
security. The default settings are often the most convenient, but they are usually also the
least secure. For instance, you can log in to Facebook with your name and password. But a
safer method is to use two-factor authentication.

9. What is cyber safety?

While security relates to outside threats, safety refers to yourself and how you can
prevent harm or accidents. It refers to your capacity to protect yourself and, at the same time,
not cause harm to others.

Cyber safety refers to accident prevention being protected on the internet and social
media. Safety risks include online bullying, scams, unintentional viewing of explicit or
violent content, or online dating pitfalls. To stay safe on social media, you should
communicate respectfully and act responsibly when sharing information. Another part of
cyber safety is knowing about your digital rights, such as the right to control the commercial
use of your name, likeness, image, or other factors that can identify you. These rights are
known as personality and publicity rights. Safety also involves respecting your privacy and
the privacy of others.

10. Privacy

When something is private to you, it usually means that it is special to you in some
way or that you regard it as a sensitive subject that you do not want everyone else to know
about. The boundaries and the content of what is considered private vary among cultures
and individuals, but there are areas that many people consider private. You may want to keep
sensitive issues to yourselves, such as whom you love, aspects of your sexuality, what you
fear, or other secrets. You may also not want everybody to know where you lived, when you
were born, and how much money you earned. Privacy is a person’s ability to conceal parts
of himself or herself from others, and that includes information that he or she would rather
others not know about. Privacy issues arise on social media, not only when adjusting your
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privacy settings but in every interaction you have. The more information you post on social
media, the more time you spend on it, the less private you are, and the more data about
yourself you give away. Your data will be stored and shared; you can’t control what
businesses, governments, and secret service agencies use that data for. Even if you think you
have nothing to worry about today, remember that sometimes circumstances change. But
your data will be stored forever, and you have no control over what is done with it and no
way to erase it.

If people took privacy seriously, they would have to stop using social media
altogether. But that would kill the fun of participating in the online world. If you want to
enjoy social media and benefit from the opportunities the internet offers, you must be active
and disclose some information. The privacy paradox describes the trade-off between privacy
and self-disclosure. On the one hand, you want privacy and to protect your personal
information, but at the same time, you would like to enjoy the benefits of social media. For
instance, if you want to connect with old friends, you have to make your profile searchable
by providing your real name or a recognizable picture of your face. Are you willing to give
up that part of your private information? All social media users have to make these kinds of
decisions all the time: what degree of openness are you comfortable with, and what
information would you rather keep private? Remember, whatever private information about
you is out there forever. The internet never forgets.

11. How can you stay safe online?

Always think carefully about what you share online. Many social networks will allow
you to adjust your privacy settings to restrict the number of people who can see what you
post. There are also blocking functions that allow you to block certain users. Make sure you
use strong passwords with at least eight characters, a mix of upper and lower-case letters,
numbers, and symbols, and always keep them secret. If you don’t, you risk getting hacked,
and someone else can post on your page pretending to be you. If you are targeted online or
see another user being targeted, take a screenshot and report the incident to the social
network or website.
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1. Password

Password 1S a secret word or expression used by authorized persons to prove their
right to access, information, etc., a word or other string of characters, sometimes kept secret
or confidential, a user must supply that to gain full or partial access to a computer, computer
system, or electronic device.

Hackers and computer intruders use automated software to submit hundreds of
guesses per minute to user accounts and attempt to gain access. These tools use lists of
dictionary words to guess the password sequentially. Some tools add common symbols,
numbers, or signs that may be added to the password to make it more complicated.

Dictionary hacking tools that use an English dictionary list easily find words in that
dictionary. If the simple word doesn’t give access to an account, the device modifies the
submission and tries other iterations of the same word.

For example, a Dictionary hacking tool would attempt these iterations of the word

Dog:
Dog Dogs Dogcatcher Dogcatchers
Dogberry Dogberries Dogma Dogmatic
Dogmatized Dogl Dog2 Dog3Dog

Password-guessing tools submit hundreds or thousands of words per minute. If a password
is anything close to a dictionary word, it’s incredibly insecure. When a password does not
resemble any regular word patterns, it takes longer for the repetition tool to guess it.
Passwords with personal information, such as your birthdate or street address, are easy
targets for hackers.

To keep your accounts secure, make a hard guess password and store it in a password
manager so you won’t forget. A strong password is more resistant to guessing, so it’s
unlikely to be found in a brute-force dictionary hack.

The best way to create a secure password is to start with a simple password and turn
it into a complex one.

The table below shows examples of a simple password progressively made more
complex. The first column lists simple words that are easy to remember and are found in the
dictionary. The second column is a modification of the first column. The last column shows
how the simple password is converted into one that is harder to figure out.

Weak Password | Better Password | Strong Password
kitty 1Kitty 1Ki77y

susan Susan53 .Susan53

jellyfish jelly22fish jelly22£i$h
smellycat sm3llycat $m3llycat
allblacks al 1Blacks al 1Black$

usher lusher lush3r

ebay44 ebay.44 &ebay.44
deltagamma deltagamm@) d3ltagamm@
ilovemypiano 'LoveMyPiano 'Lov3MyPiano
Sterling SterlingGmal2015 | SterlingGmail20.15
BankLogin BankLoginl3 BankLogin!3
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Here are other examples of password variations that purposely avoid using complete
English word patterns:

Dog.lov3r dOG.lov3r i7ovemydog!!
sn00pdoggyd0G Karm@beatsDogm@ C@ts-and-Dogs-Living-together
d0gsaremybestfr13nds

By injecting numbers and special characters instead of letters, these passwords take
exponentially longer for a dictionary program to guess.

2. Safety Privacy settings on social media

To keep your safety and privacy on social media, you should know some points about
privacy settings on your social account. Here is some question you should answer

Settings

v" Security settings: How do I log in and out securely and keep other people from logging into
my account?

v" Privacy settings and tools: Who can see my stuff? Who can contact me? Who can find me?
Timeline and tagging: Who can add things to my timeline? How can I manage tags?

v" Blocking: How can I block certain users or their invitations?

v Reporting: How can I report other users to Facebook?

Information

v Friends: How do I divide friends into groups? What rights do they get?
v Pages and feeds: How can I find information via pages and feeds?

Creating

Pictures: What pictures can [ share? What about the other people in the images?
Pages: How can I create a page, and what can I do with a page?

Events: How can I create an event, and how do I manage this event?

Groups: How do I create a group and control who has access to it?

ENNEA NN
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BB Summary ~

The information on the internet is stored on servers and hard drives worldwide.
That is why it is almost impossible to delete information from the internet,
although it can be difficult to find. The fact that “the internet never forgets” may
be worth considering before posting compromising information or pictures.

Web 2.0 refers to the second stage in the development of the internet. It became
a reality in the first decade of the 21st century.

Social media refers to websites and applications that allow users to create and
share content with a network of other users in a virtual community.

A big risk connected to social media is the spread of disinformation. Social
media users can easily be fooled into thinking that the information they see on
the platforms is accurate.

Sexting is intentionally sharing sexually explicit texts, images, or videos
between individuals.

Cyberbullying is a form of bullying and harassment through electronic means.
Examples include spreading lies about someone on social media, sending
hateful text messages, or threatening someone with phone calls.

Hate speech is often aimed at groups and members of groups minorities, who
generally have less power in society. Hate speech attacks people based on
attributes like race, religion, ethnic origin, national origin, gender identity,
sexual orientation, or disability. It uses different expressions, including insults,
defamation, degradation, and threats.

Digital footprint refers to one’s unique set of traceable digital activities, actions,
contributions, and communications on the internet or digital devices.

Cyber safety refers to accident prevention being protected on the internet and
social media.

J

O o

.".' Questions

What is Web 2.0? Until nowadays, how many versions of the web?
What is social media, and what is its advantage?

How does social media impact society?

What is cyberbullying?

What is cybersecurity?

What is a strong password? Describe how to make strong passwords.
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Introduction:

Online resources are all sourced from the original owners. Some resources are free to use, and
some are paid. It is illegal to copy and edit without the original owner's permission. At the end of
this lesson, you will be able to:

v" Understanding of Copyright, licenses, and Digital Piracy
v Understanding of the Type of licenses
v" Understanding of digital piracy

When you have learned this lesson, you learn:

I Software license
II. CC Licence
II.  Digital Piracy
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Lesson 36 Copyright, licenses, and Digital Piracy
I. Software Licenses

In studying or teaching knowledge of information technology and communication
related to computers, one should study what kind of computer programs should be studied

to benefit society and not affect the morality of life.

N
g
FS

N

y

~
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There are two types of computer software for use:

e Close Source or License: If you want to use these programs, you have to spend
money to buy a license from the manufacturer to install and use on your computer.
No distribution without the permission of the owner or original owner. E.g.,
Microsoft (Microsoft) computer programs such as MS Windows and MS Office, ...
When you install, you need to have a code (Serial keys) to install this program.

e Open-Source Software: A program of volunteer communities worldwide designed

to be distributed to all users for free, legal, and free use.

Example: Linux operating system, Office software, OpenOffice. Etc. Today, in
Cambodia, we have also developed many Khmer language programs using Khmer Unicode,
translating many open-source programs such as Khmer operating system (OpenSUSE,
Ubuntu Linux), Office (OpenOffice), Internet Explorer (Firefox), Email Thunder
(Thunderbird) and many other Khmer language software in Linux and Windows operating
systems. You can download those programs through the website www.khmeros.info or the

Ministry of Education, Youth and Sports website www.moeys.gov.kh.

I1. CC Licenses

Creative Commons licenses give everyone, from individual creators to large
institutions, a standardized way to grant the public permission to use their creative work
under copyright law. From the reuser’s perspective, the presence of a Creative Commons

license on a copyrighted work answers the question, “What can I do with this work?”
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1. The Creative Commons License Options

There are six different license types, listed from most to least permissive here:

. CC BY: This license allows reusers to distribute, remix, adapt, and

build upon the material in any medium or format, so long as attribution is given

to the creator. The license allows for commercial use.

CC BY includes the following elements:

BY ® — Credit must be given to the creator

[@Nolel - . .

. CC BY-SA: This license allows reusers to distribute, remix, adapt, and
build upon the material in any medium or format, so long as attribution is given
to the creator. The license allows for commercial use. If you remix, adapt or

build upon the material, you must license the modified material under identical

terms.

CC BY-SA includes the following elements:
BY @ — Credit must be given to the creator

SA @ — Adaptations must be shared under the same terms

() OS] . . .

. @ s CC BY-NC: This license allows reusers to distribute, remix, adapt, and
build upon the material in any medium or format for non-commercial purposes
only, only so long as attribution is given to the creator. It includes the following

elements:
BY ® — Credit must be given to the creator

NC @ — Only non-commercial uses of the work are permitted

. CC BY-NC-SA: This license allows reusers to distribute, remix,
adapt, and build upon the material in any medium or format for non-commercial
purposes only, and only so long as attribution is given to the creator. If you
remix, adapt or build upon the material, you must license the modified material

under identical terms.
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CC BY-NC-SA includes the following elements:
BY ® — Credit must be given to the creator
NC @ — Only non-commercial uses of the work are permitted

SA @ — Adaptations must be shared under the same terms

. CC BY-ND: This license allows reusers to copy and distribute the

material in any medium or format in unadapted form only so long as attribution

is given to the creator. The license allows for commercial use.
CC BY-ND includes the following elements:
BY @ — Credit must be given to the creator

ND @ — No derivatives or adaptations of the work are permitted

@O0 - .
. Tl CC BY-NC-ND: This license allows reusers to copy and distribute
the material in any medium or format in unadapted form only, for non-

commercial purposes, and only so long as attribution is given to the creator.
CC BY-NC-ND includes the following elements:

BY @ — Credit must be given to the creator

NC @ — Only non-commercial uses of the work are permitted

ND @ — No derivatives or adaptations of the work are permitted

2. The Creative Commons Public Domain Dedication
PUBLIC
DOMAIN

up their copyright and put their works into the worldwide public domain. CCO allows

CC0 (aka CC Zero) is a public dedication tool that allows creators to give

nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

reusers to distribute, remix, adapt, and build upon the material in any medium or format

with no conditions.

I1I. Digital Piracy

Digital content can be expensive, especially in high-end software packages.
Sometimes this content costs several thousand dollars. But not everyone can afford these
prices. If you have spent time on the internet, you have heard of digital piracy. Digital piracy
is a form of copyright infringement. However, piracy is not limited to just software. Piracy
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can include movies, music, books, and games as well. There are many consequences of
digital piracy.

Digital piracy is downloading and/or distributing copyrighted material and
intellectual property without paying for it. And it is most certainly an illegal act. Digital
piracy is a violation of federal copyright laws. It can result in steep fines and imprisonment.
Think of digital piracy as a form of digital theft. Digital piracy costs companies billions of
dollars each year. However, it is not just about financial loss.

1. Why Does Piracy Exist?

Not everyone who uses the internet is a computer pirate. Most people abide by the
laws and pay for the content and software they use. However, some users believe software,
movies, music, and games should be freely available. Others do so out of financial hardship.
But it is not always just about the money.

e The most common reason for digital piracy is the unwillingness to pay. People want
things for free. Torrent websites and P2P sharing make it easier than ever to
download. You can obtain everything from software to movies and books. And in
many cases, it can take only a few minutes to download them.

e In many cases, people download illegally due to financial hardship. They cannot
afford to buy it. Many people do not have the finances available to purchase legally.

e Another common reason is the belief that companies have enough money already.
They may believe they have the right to freely distribute to the less fortunate and
allow everyone to enjoy or use it.

e Some people do it for financial gain. Hackers download pirated content to resell it,
making a profit.

e Hackers and social engineers use pirated content to spread malware and infect a
user’s system.

e One-time use is another excuse for pirating copyrighted content. Users may want to
see if a movie is good before watching it at the theatre. Similarly, one may want to
download software to run a singular task. After using it one time, they delete it or
uninstall the software.

e Some people do not see digital piracy as theft. They do not view digital content the
same as they do something physical.

2. The Consequences of Digital Piracy

The consequences of digital piracy can be high. Imagine, for a moment, that you are
an aspiring songwriter and musician. You invest an entire year writing your first album.
Your new album is finally produced and hits the market. You begin making a modest amount
of money. However, you discover that your album has been copied and distributed for free
over the internet. Now you begin losing money. Due to this financial loss, you cannot afford
to write a second album.

Additionally, you discover someone selling your album for a reduced price. As a
result, not only are you losing money, but someone else is profiting from your work. Without
copyright laws, you would have no legal recourse.

Aside from legal trouble, digital piracy can also have implications for cybersecurity.
As stated above, hackers can use pirated content to spread malware, trojans, and viruses.
Companies that use pirated software open themselves up to copyright violation and
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infringement. They also expose their networks to potential malware or virus infection.
Hackers then use these infected systems to launch an attack or to mine cryptocurrency.

Torrent downloading comes with its own risk. Because those who download are also
distributed, IP addresses are public and can be easily tracked. Because pirated software
cannot be updated, this opens the system to attack through vulnerabilities. Security patches
are not installed because the update server cannot validate the software. Pirated operating
systems can have critical services disabled. Firewalls and updates can be disabled, resulting
in open vulnerabilities and less security.

3. Protecting Yourself

It can be tempting to pirate digital content. But the risks often outweigh the
benefits. You can get into serious legal trouble if caught, resulting in jail time and serious
fines. But legal trouble is not the only threat from digital piracy. Malware and
vulnerabilities can put systems at serious risk of attack. While it may seem harmless,
piracy costs billions yearly in damages and loss. As a result, that cost impacts consumers
through increased prices.

The only way to protect yourself from piracy is not to download illegally. Only use
trusted software from trusted sites. Do not accept copies from friends or unfamiliar
sources. If you cannot afford it, look into trial versions or free software. Open-source
software is a great free alternative to piracy. Use streaming services to listen to music and
watch movies. Subscriptions are becoming more affordable as time passes. These steps can
spare you much trouble in the end. The consequences of digital piracy are very real. Only
you can protect yourself from the dangers.
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- BB Summary ~

e Close Source or License: If you want to use these programs, you have to spend money
to buy a license from the manufacturer to install and use on your computer. No
distribution without the permission of the owner or original owner. E.g., Microsoft
(Microsoft) computer programs such as MS Windows and MS Office,... When you
install, you need to have a code (Serial keys) to install this program.

e Open-Source Software: A program of volunteer communities worldwide designed to be

distributed to all users for free, legal, and free use.

e C(Creative Commons licenses give everyone, from individual creators to large
institutions, a standardized way to grant the public permission to use their creative
work under copyright law. From the reuser’s perspective, the presence of a
Creative Commons license on a copyrighted work answers the question, “What
can I do with this work?”

e Digital piracy is downloading and/or distributing copyrighted material and
intellectual property without paying for it. And it is most certainly an illegal act.
Digital piracy is a violation of federal copyright laws. It can result in steep fines
and imprisonment. Think of digital piracy as a form of digital theft. Digital piracy
costs companies billions of dollars each year. However, it is not just about

financial loss.

_ _J

.".' Questions

How many types of software licenses? Describe it.
What is a CC license?

What is a logo mean?

OO
What is a logo mean?
What is Digital piracy? how to protect yourself.

05> @9 =
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Introduction:

This lesson introduces you to computers and their role in daily life, and defines what
it means to be computer literate. The lesson also focuses on the tyes of a computer. At the
end of this lesson you will be able to:

v" Understading to computer and type of computer

v’ Classify type of computer

v Understanding main 4 Computer Architecture layer
In this lesson you will learn:

I.  Computer
II. 4 Computer Architecture layer

III.  Information processing cycle (IPOS)
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Lesson 37 Introduction to Computer
I. Computer
1. What is Computer?

Computers are everywhere. During a typical day, you might use your phone to message
a friend about meeting for lunch and listening to music as you walk to class. Although you
might not realize it, you also use a computer to withdraw cash from an automated teller machine
(ATM), change the temperature setting on a home thermostat, and turn on cruise control while
driving a car.

Depending on your job, you probably use computers to take a diner’s order at a
restaurant, process a sale, or control a robot on a factory floor.

A Computer is an electronic device that receives data (input), processes data,
stores data and produces a result (output). Data is a collection of raw, unprocessed facts,
including text, numbers, sound, images, and video. To perform tasks, a computer receives data
through an input device such as a keyboard, processes the data, produces information on an

output device such as a monitor, and stores the information on a storage device. When data is

processed into a meaningful form, it becomes information.

2. Type of Computer
Although thousands of models of computers are available today, they can all be
organized into three categories: Personal computers, Embedded computers, and Server

computers.

A. Personal computers
A personal computer is a computing device that can perform activities independently
and is designed to be used by one person at a time. Two types of PC are Desktops, Laptops,

tablets, and smartphones.
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B. Desktop computer

A desktop computer is a computer that fits on or next to a desk, is designed to be
stationary, and runs on power from a wall outlet. With a traditional desktop computer, the
system unit, monitor, keyboard, and pointing devices are separate pieces of hardware. The
system unit containing the processing components is called a tower, which usually stands
vertically on the floor. Some cases are designed to sit horizontally on a desktop, under the

monitor. The traditional desktop computer has been popular in offices, schools, and homes

because it is economical and durable.

C. Laptop computer

A laptop computer (sometimes called a notebook) is a lightweight mobile computer
about the size of a paper notebook that includes the system components, keyboard, pointing
device, and display screen in a single unit. Laptops use a battery as a power source, but you can
also plug them into a wall output to recharge the battery and power the computer. Many personal
computer users prefer laptops to desktop computers because laptops are easy to carry and move,
use less energy, and can fit almost anywhere, including on a user’s lap. In addition, you can use
laptops without cables for power or peripheral devices, which reduces clutter. Laptops are
especially popular with students and mobile workers, such as salespeople who can take their

computers to classes, the library, meetings, and other out-of-office activities.

D. Tablet Computers
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A Tablet Computer is a one-piece handheld computer that typically includes a
touchscreen. Like laptops, tablets run on battery power and can be plugged into a wall outlet.
True tablets use a slate design; they are rigid and do not fold. Convertible tablets use a hybrid
design that includes a swivel screen or removable keyboard so you can use the computer as a

laptop or tablet.

E. Smartphones

Recall that a smartphone is a cell phone that includes many features of a computer,
allowing it to run general-purpose computing applications. Smartphones connect wirelessly to
the Internet; include built-in cameras, music players, and global positioning systems (GPSs);
and let you send and receive phone calls, e-mail messages, and text messages.

Many smartphones have touchscreens, though some include a small keyboard
below the display screen or one that slides out from behind the display screen.

The main advantage smartphones offer over other mobile computing devices is
communication. As a type of cell phone, the smartphone was originally designed for making
and receiving voice calls—tools and features on a smartphone support phone calls. For
example, smartphones include a small microphone and speaker for voice calls and a camera for

video calls.
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F. Embedded computer

An embedded computer is a processor built into a household appliance or devices such
as an ATM, navigation system, refrigerator, television, or other consumer electronics. The
appeal and strength of an embedded computer are that it adds computing power to a device
without needing intervention from a user. For example, a washing machine with an embedded
computer can use power and water more efficiently than one without an embedded computer.
Cars use many embedded computers. Features such as sensing when your car moves out of its
lane or when a person or object is blocking your path as you back up are controlled by embedded

computers.

3. Understanding Servers and Other Large Computers

You indirectly encounter other types of large computers in your daily life, including
mainframes and supercomputers. For example, people who work for banks use mainframe
computers to process financial transactions, including those for credit card purchases you make
at stores and online. To bring you up-to-date weather forecasts, meteorologists access
information provided by supercomputers.

Servers, mainframes, and supercomputers are large computers because they are
designed for more than one person, up to tens of thousands of people in many cases. Large
computers need much more processing power, memory, and storage capacity to support that

matter than personal computers.

A. Servers Computer

A Servers Computer a server is a computer that provides network services such as e-
mail to client computers. Some servers look similar to the tower used with desktop computers,
while others look like racks containing cases of storage media.

Servers are dedicated to handling data with minimal user interaction. They do not

include optical storage drives, speakers, high-end graphics displays, or other peripherals that
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make computers entertaining. Most include system components with no monitor, keyboard, or
other peripherals for users to provide input.

A server is usually dedicated to a single type of task. A Web server handles the
exchange of information across the Internet. For example, an Internet service provider (ISP) is
a company that uses Web servers to provide Internet access to subscribers for activities such as
viewing Web pages, sending and receiving e-mail, and transferring files. Large corporations
use enterprise servers to provide employees access to special software used to run the
company’s business. Smaller businesses use file servers to share files and programs among

employees.

B. Mainframes Computer

A Mainframes computer is a powerful computer designed to simultaneously process
huge amounts of data for hundreds or thousands of users. Mainframe computers are larger and
more expensive than servers and are typically located in climate-controlled, secure data centers
to keep the processing components cool and the data safe.

Typical tasks for a mainframe computer include processing payroll and billing
operations for a large corporation, handling millions of credit card transactions for a bank,
gathering and tabulating census information for the U.S. government, and scheduling flights
for an airline.

Although both servers and mainframes can process data for thousands of users, these
types of computers differ in design and usage. Mainframes are designed to handle large volumes
of data on their own, while servers transfer data around a network, responding to requests from
client computers to retrieve, send, and store data. In fact, mainframes can store hundreds to
thousands of times as much data as a server and access it much more quickly. Large

organizations rely on mainframes to process and store records of data that are too large for other
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computers. In contrast, organizations use servers to share data and provide services to other

computers, especially for communication.

C. Super Computers

A supercomputer is also a very powerful computer distinguished by its processing
capacity, especially its calculation speed. To be classified as a supercomputer, a computer must
be one of the fastest computers in the world.

Rather than wusing the quad-core processors that personal computers use,
supercomputers have processors with a million or more cores. The extraordinary power of
supercomputers is used primarily for scientific applications that need to perform complex

calculations very rapidly, such as launching astronauts or robots into space.

I1. Four Computer Architecture layer

A computer can be cut into four main layers, hardware, operating system, software,
and users.
The hardware layer is made up of the physical components of a computer. These are

objects you can physically hold in your hand. Laptops, phones, monitors, keyboards, you get
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the idea. In the next lesson, you'll learn all the computer components and how they work. You'll
even be able to build your computer by the end of this module.

The Operating system layer allows hardware to communicate with the system. Many
different manufacturers create hardware. The operating system allows them to be used with our
system, regardless of where they came from.

The software layer is how we, as humans interact with our computers. When you use
a computer, you're given a vast amount of software you interact with, whether a mobile app, a
web browser, a word processor, or the operating system itself.

The last layer may not seem like part of the system, but it's an essential layer of the
computer architecture, the user layer. The user interacts with the computer, and she can do

more than that. Users can operate, maintain, and even program the computer.

II1. Information processing cycle (IPOS)

To perform tasks, a computer receives data through an input device such as a keyboard,
processes the data, produces information on an output device such as a monitor, and stores the
information on a storage device. The input and output devices connected to the computer, such
as keyboards and monitors, are also peripherals. When data is processed into a meaningful

form, it becomes information.

L Output J

If you work as a clerk in a store, you might use a computer to complete a sale for a customer as

follows:
e Input data: As you scan an item with a barcode reader, the computer records the name
and code of the item.
e Process data: The computer uses software instructions to process the data, the item
name, and the code by looking up the price.
o  Qutput information: The computer displays the information, the name, and the item’s

price on a screen and then prints it on a receipt.
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e Store data and information: The computer temporarily stores the item name and code
as it looks up the price and then permanently stores information about the sale on a hard
disk, which is hardware for storing data.

This series of steps in input, processing, output, and storage (IPOS) is often called the
information processing cycle. You, the computer user, perform the input step first, and then
the computer takes over to process the data. The computer often stores the data temporarily,

displays the output, and then stores the information during the same stage in the cycle.

— BE Summary —~

e A Computer is an electronic device that receives data (input), processes data, stores

data, and produces a result (output).

e They can all be organized into three categories: Personal computers, Embedded
computers, and Server computers.

e A computer can be cut into four main layers, hardware, operating system,
software, and users.

e Series of steps of input, processing, output, and storage (IPOS) is often referred to

as the information processing cycle.

“?  Questions

1. What is a computer? How many types? Describe it.
2. What are the four computer architecture layers? Describe it.

3. What is the Full meaning of [IPOS? Describe it.
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Introduction:

To be able to troubleshoot and set up a computer, you must first know the essential
components of a computer. At the end of this lesson you will able to:
v" Understanding to Computer component
v" Understanding to fucntion of each component
v Assembly a desktop computer
In this lesson you will learn:
I.  Type of Hardware
II.  Processing Device
III.  Storage Device
IV.  Motherboard
V.  Power Supply
VI.  Cooling system
VII.  Computer Case
VIII. Computer Assembly
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Lesson 38 Computer Hardware

I. Types of hardware

Computer hardware refers to the physical parts of a computer and related devices. The
internal hardware parts of a computer are often referred to as components, and the external

hardware devices are usually called peripherals.

In this unit, you will learn more about the types of hardware found in a computer. These

arc:

. Input
e Output
. Storage
e  Processing
I1. Input device
1. Keyboard
The keyboard is the most common input device for entering text and numbers into a
computer. Keyboards can be built into the computer, as they are in mobile computers, attached
using a cable plugged into a USB port or connected using a wireless connection. Figure 5.7
shows a typical keyboard for a desktop computer, which includes special-purpose keys in

addition to those for typing text and numbers.

Like most keyboards, the one shown in Figure 2.6 arranges keys into groups. In the center
are the standard alphabetic and numeric keys. Along the top are media keys, which you use to
control media settings such as speaker volume. Below the media keys are function keys, which
the software uses for special purposes. For example, most applications display Help information
when you press the F1 key. To the right is the numeric keypad, which arranges keys so you can
enter numbers quickly. In addition, the keyboard has modifier keys, such as the Alt key, which
you hold as you press other keys to perform a task; navigation keys, which move the insertion

point on the screen; and toggle keys, which can be on or off. For example, the Caps Lock key
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is a toggle key. You press to type in all uppercase letters and then press it again to return to
lowercase typing.

Mobile computers have more limited keyboards that only provide essential keys for input
tasks. This is because the keyboards on mobile computers are built into the system unit and
therefore need to be compact. For example, the keyboard shown in Figure 2.7 does not include
media keys or a numeric keypad. Mobile computer users who want these extra keys can attach

a desktop keyboard through a wireless or wired USB connection.

While laptop keyboards are built into the computer, other mobile devices use clip-on or
onscreen, also called virtual keyboards. If the device has a touchscreen, you can touch the screen

directly to use the onscreen keyboard.

2. Pointing Devices (Mouse)
A pointing device, sometimes called a pointing tool, is a hardware input device that
allows the user to move the mouse cursor in a computer program or GUI operating system.
Using a pointing device, you can point at or manipulate any object or text on the screen. For

example, you could point at and select an icon from a list of icons using a pointing device.

A computer mouse is a handheld hardware input device that controls a cursor in a GUI
(graphical user interface) for pointing, moving, and selecting the text, icons, files, and folders
on your computer. In addition to these functions, a mouse can also be used to drag-and-drop

objects and give you access to the right-click menu.

354



Lesson 38 Computer Hardware Part 4 Computer Fundamental and Maintaining

For desktop computers, the mouse is placed on a flat surface (e.g., mouse pad or desk)

in front of your computer. The picture is an example of a Logitech desktop computer mouse

with two primary buttons and a wheel.

Below is a list of all the computer mouse functions and options to give you an idea of

all the mouse capabilities.

Move the mouse cursor - The primary function is to move the mouse pointer on the
screen.

Point - Once the mouse is moved, you can point something out for another user or point
to a digital object. For example, in a game, you can use the mouse to point a gun in the
direction to shoot.

Open or execute a program - Once you've moved the pointer to an icon, folder, or
another object clicking or double-clicking that object opens the document or executes
the program. Some programs even support triple-clicking. See our click page for further
information on mouse clicking.

Select - A mouse also lets you select text or a file or highlight and select multiple files
at once.

How to select or highlight multiple files and folders.

Drag-and-drop - Once something is selected, it can be moved using the drag-and-drop
method.

Hover - Moving the mouse cursor over objects with hover information helps discover
each object's function. For example, hover the mouse over the "hover" link to see an
example.

Scroll - When working with a long document or viewing a long web page, you may
need to scroll up or down. To scroll, rotate the mouse wheel or click and drag the scroll
bar. The mouse wheel can also be used as a button. See the IntelliMouse page for further
information and functions of the mouse wheel.

Perform other functions - Many desktop mice also have buttons that can be
programmed to perform any function. For example, many mice have two side buttons
on the thumb portion of the mouse. The button closest to the palm can be programmed

to return to a browser’s previously viewed web page.

3. Touchscreens

Many mobile computers, especially tablets and smartphones, use touchscreens, which have

a touch-sensitive surface that overlays the screen display and responds to the electrical impulses

in your fingertips. In addition, computers provided at kiosks in public places, such as an airport,
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have touchscreens to make it easy for users to enter data and select options. See Figure 2.13.
Touchscreens are popular because they let you interact with a computer without using an external

input device.

4. Touchpads
A touchpad (also called a trackpad) is a touch-sensitive surface that can convert the motion
and position of your fingers to a relative position on the screen. Touchpads are usually
rectangular and include left and right buttons that serve the same function as mouse buttons.
Most laptop computers include a touchpad, so you can use the computer without attaching a
mouse. Portable media players such as iPods include circular touchpads for selecting songs and
other media. Touchpads are also available as separate devices for desktop computer users. Some

touchpads accept the same motions you make on a touchscreen, such as sliding a finger to drag

an onscreen object. Figure ## shows a variety of touchpads.

5. Digital Pens devices

Many mobile and desktop computers accept input from a stylus, a pen-like writing
instrument that works with touchscreens. See Figure ##. You use a stylus for precise touch input
by writing, drawing, or tapping on a screen. You often use a stylus to provide an electronic

signature on a touch-sensitive pad in a retail location.
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Other digital pens are devices you use to write or draw on any surface, though some require
special paper. The digital pen captures your notes or sketches so you can transfer them to a
computer.

6. Game controllers

The joystick and wheel are pointing devices you use when playing games or as adaptive
equipment when you need an alternative to a mouse, requiring expert fine motor skills. A joystick
consists of a plastic or metal rod mounted on a base. You can move the rod in any direction.
Some joysticks have switches or buttons that you can manipulate to enter data or select options.
A wheel is similar to a steering wheel; you use it to simulate driving a vehicle. See Figure ##

Most wheels also include foot pedals for braking and acceleration.

Other input devices used with games include musical instruments such as guitars and motion-

sensitive controllers such as dance pads and balance boards.

7. Audio input device

Audio input is sound entered into a computer and includes speech, sound effects, and music.
Examples of audio input devices are microphones, portable music players, radios, and other
hardware, such as electronic piano keyboards. Voice or speech input is a category of audio input.
With the appropriate software, you can use voice-recognition devices such as built-in or external
microphones to speak commands into the computer and enter text. External microphones are
typically part of a headset, which includes one or two headphones for audio output and a
microphone for audio input. See Figure ##. Mobile phones and hands-free navigation systems in
motor vehicles use voice-recognition systems, as do devices that accept voice commands to

control wheelchairs and other objects that increase mobility.
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8. Video Input device

When you capture still or moving images with a digital camera, they are stored digitally in
the camera as the video input to the device. The images can also be used as the video input to a
computer. After transferring the images to the computer, you can view and edit them with photo-
editing or video-editing software. Most tablets and smartphones include digital cameras, so you
can skip the transferring step and take photos directly with your mobile device.

A PC video camera or Webcam is a type of digital video (DV) camera you can use to send
live images over the Internet, participate in video telephone calls, and send e-mail messages with
video attachments. Most computers include built-in Webcams, though they are also available

separately.

Besides capturing images, you can use the cameras built into mobile devices to conduct
video phone calls that allow you and your contact to see each other while you speak. See Figure

.

9. Scanner
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Scanners are devices that can change images into codes that the computer accepts as input.

The quality of a scanner is measured by pixels per inch (ppi)—the higher the ppi number, the
better the input image. Scanners are available in various sizes and types, including the following.
= Flat-bed scanner These devices convert printed documents and images into electronic
objects you can store in a computer’s memory. You can then manipulate the documents

and images. Flat-bed scanners resemble copy machines, with a glass surface where you

place the material you want to scan. The text you scan is stored as a single object, which

means you cannot edit it.

* Bar code scanners—A bar code is a matrix or series of lines with varying widths and
heights representing letters and numbers. Figure 2.18 shows the type of scanner that reads
bar codes printed on products, such as at a grocery store. Many mobile phones can also
scan and read bar codes, especially Quick Response (QR) codes, configured as squares
rather than lines. You might scan a QR code in a print ad with your mobile phone to

display a product’s Web site.

3

I 4

10. Biometric devices

Consider the following scenario: You are going on a two-week vacation overseas— you are
packed and ready to go, but you don’t need a wallet or credit card. You use your fingerprint as
an input device to pay for your expenses. Such technology is called biometrics.

Biometrics is a security technique using automated methods of recognizing a person based
on a physical characteristic. Biometric devices consist of scanning hardware and software that

converts the scanned physical information into a digital format. Additional software compares
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the scanned information to a collection of stored biometric data. For example, if your fingerprint
matches a stored image, you can use a computer or complete a transaction.

Figure 2.19 shows a keyboard with a built-in fingerprint scanner, which you can use to
identify yourself by swiping a fingertip over the scanner instead of entering a password, for

example.

In addition to identifying people based on fingerprints, biometric technology can identify
people based on face, handwriting, or voice recognition. Other less common techniques use the
retina (analysis of the capillary vessels located at the back of the eye), iris (analysis of the colored
ring surrounding the eye’s pupil), hand geometry (analysis of the shape of the hand and length
of the fingers), or vein (analysis of the pattern of veins on the back of the hand and the wrist).

See Figure ##.

ITI. Output Device
An output device is any device that takes data stored on a computer and makes it available

to the user in an easy-to-understand way. This data may be made available using pictures (such

nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

as on a monitor or printed to a page) or sounds (such as with speakers and earphones). The

output devices can be divided into the following:

e  display devices — monitors (LCD, LED)
e  printers (Inkjet, Ink tank, Laser, 3-D)

e  data projectors (HDMI, VGA)

e Audio Output device.
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1. Display device

A. Monitors

All computer software is built around a visual representation of data, therefore

the monitor is one of the most important output devices for any computer. To check the quality

of a monitor, we need to look at some important characteristics.

These are:

Number of pixels: Each pixel can be seen as a tiny dot of color on the monitor. Pixels
are put together to create the picture we see on the monitor. The more pixels there are,
the more detailed a picture can be. A good monitor is a full HD monitor with 1 920
pixels across the monitor’s width by 1 080 pixels across the monitor's height. Some
modern monitors can have up to 3 840 x 2 160 pixels (called 4K).

Screen size: The size of a monitor is measured diagonally (that is, from the top left
corner to the bottom right corner), and the size is given in inches.

Refresh rate: The refresh rate of a monitor determines how quickly the image on the
monitor can be updated with the newest information. Most monitors have a refresh rate
of 60 Hz.

Contrast ratio: A measure of the number of shades the monitor can show between its
blackest black and brightest white. The higher the number of shades, the clearer and
sharper the images will be, and the brighter and truer to life the colors will be.

Aspect ratio: This is the screen's basic shape based on the width ratio to the height
measured in inches. For example, if a screen is 16 inches (40,6 cm) wide and 10 inches
(25,4 cm) tall, the aspect ratio is 16:10.

Brightness: Brightness is the perception of how intense or bright the light coming from

a screen is. The brighter the light, the more power will be drawn from the computer.

B. Projectors

Projectors use a bright light to project the content displayed on a computer monitor onto

any flat surface. One example of where projectors are used is at the cinema. They use large,
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high-quality projectors to display the movie on the screen in front of you. However, projectors
can also be connected to computers at home or in office settings to display your computer’s

screen on a wall or screen.

There are two types of cables connecting video output devices:

=  VGA - an analog video-only connection.

= HDMI — a digital video audio connection.

Projectors provide the following advantages:

= they are easy to carry around

= they display the content from your computer at a large size.

However, projectors also have disadvantages:
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» replacing the lamps is expensive

» low-quality projectors can show washed-out or faded images

= low-brightness projectors need to be placed close to the screen, decreasing the size of
the image

= low-brightness projectors may require a dark room.
The quality of a projector can be measured using three main factors:

= Lumens, which measure the brightness of the projector.
= Resolution, which determines how many pixels can be displayed.
= Contrast ratio, which measures the difference between the darkest and lightest parts of

the image (that is, the contrast).

2. Audio Output Devices
Speakers are another type of output device. Speakers, headphones, and earbuds generate
sounds, such as music or speech. Most computers have an internal speaker that produces low-
quality sound, which is adequate for the beeps, chimes, and other sounds software uses to alert
you to software events, such as the appearance of a warning dialog box. You can attach speakers
to a computer to produce high-quality sound, especially if you are playing games or watching

movies.

You use headphones or earbuds to hear music, voice, and other audio output privately.
Headphones cover the ear, while earbuds rest inside the ear canal. When you plug a pair of
headphones or earbuds into the computer, the internal or attached speakers are muted

automatically.

3. Printer
A printer allows a computer to use data and output it to paper. There are three main types

of printers. These are:
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Dot-matrix printers: These printers use a series of small pins to strike a ribbon coated
with ink, causing the ink to transfer to the paper at the point of impact. Dot-matrix
printers are mostly outdated as personal printers are still used in banks and
manufacturing businesses where it is necessary to use carbon paper to produce
multiple copies of a document.

Ink-jet printers: An inkjet printer operates by painting an image using a spray. This is
done by hundreds of tiny nozzles that spray drops of ink directly onto the paper while
moving across it. There are two types of ink-jet printers: continuous printers, usually
used for commercial purposes, and on-demand printers. It is a good, all-around printer
that is most commonly used for smaller jobs. They are, however, slightly less reliable.
Laser printers: A laser printer is a popular printer for personal use. These printers
use electrostatic technology. To start the process, the drum is given a positive electrical
charge. While it rotates, the printer shines a narrow laser beam over its surface, drawing
or projecting the letters and images to be printed as a pattern of electrical charges onto
the surface of the drum. When the pattern is set, the drum is rolled in toner, which sticks
to certain parts of the drum, that is, the image. When rolled over a piece of paper, this
image is ‘burned’ into the paper with heat and pressure. When the printing is done, the
electrical charge is removed from the drum, and the excess toner is collected. Laser
printers are used for mass production printing because they are generally faster and more
reliable but with worse quality prints.

Ink-tank printer: These printers have print heads built into the printer and use an
integrated bulk ink system. This means that ink is supplied continuously to the print
head from an ink tank within the printer itself, and no expensive cartridges are needed.
When the ink is finished, it can be refilled from an ink bottle. Because of this, printing
costs are much lower. They produce low-cost, high-volume printing.

3D printers: 3D printing makes three-dimensional solid objects from a digital file. A
3D-printed object is created by laying down successive layers of material until the object
is created. Each of these layers can be seen as a thinly sliced horizontal cross-section of

the eventual object, e.g., prosthetics and movie props.

When evaluating printers, it is important to know what the printer will be used for because

different printers are good at different things.

Factors to consider when looking for a printer are whether it is black and white and/or color,

how quickly it can print, and how much it costs to print a page.
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Other factors to consider include the following:

= Dots per inch (DPI) measures how many dots a printer can print in one inch (or 2.54
cm). The higher the DPI, the more detailed the prints.
= Pages per minute (PPM) measures how many pages of black text a printer can print in

a minute. The higher the PPM, the faster the printer can print.

IV. Processing Derive

Processing devices are responsible for carrying out instructions and performing calculations.
In this section, you will learn about the most important processing devices:
= central processing unit (CPU)

= graphics processing unit (GPU).

1. Central processing unit (CPU)

The central processing unit (CPU) is located inside the computer case on the motherboard.
It is the part of a computer responsible for receiving and carrying out computer instructions
(processing).

Each CPU comprises multiple cores and independent processing units that can complete
tasks independently (multithreading vs. multiprocessing). By adding multiple cores to a CPU,
the processing power available to the computer can increase dramatically, with little heat gain.
These types of processors are called multi-core processors.

The CPU contains a control unit (CU) that coordinates all activities in the CPU and an
arithmetic logic unit (ALU) where the logic operations and arithmetic calculations are carried

out.

365



nyoutube.com/moeyscambodia L&A sala.moeys.gov.kh ot.me/moeysnews

Lesson 38 Computer Hardware Part 4 Computer Fundamental and Maintaining

2. Graphics Processing Unit (GPU)
The graphics processing unit (GPU) is located on plug-in cards on the motherboard or in the
same chip as the CPU. It is responsible for creating and doing the calculations needed to display

images on the screen.

V. Storage device

Storage devices all serve the same general purpose: to store data. Because of the
differences in storage capacity, portability, and speed, different storage devices are generally
used for different reasons.

When evaluating any storage device, there are certain things that you must take into
consideration. These are:
e function — that determines whether you need an SSD or an HDD.
e storage capacity determines how much information you can save on the device.
e portability determines how easily it can be carried around and moved from one
computer to another.
e use — that determines what the storage device will most likely be used for. This includes
transferring files and running applications.
e volatility — determining if the device will lose the data when turned off. You do not
want a device that will lose all data in case of a power outage.

e reliability and durability — that determines how likely the device is to break down.

In the following section, you will learn more about the differences between storage devices.
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1. Types of storage devices

A. Hard Disk Drive (Hdd)

A computer hard disk drive is a secondary storage device consisting of magnetic disks
or platters that rotate at high speed. Its main function is to store data permanently by controlling

data’s positioning, reading, and writing onto the hard disk.

Currently, modern hard drives can have huge storage space and are either internal

(fixed) or external (portable).

Spindle connected
to electric motor Magnetic
disk platter

i~ Actuator axis

Sealed protective
metal housing

Bus interface
"| connector

Read/write head
arm actuator

Of all types of computer storage devices, hard drives are the most popular for storing
data because of their speed, capacity, and cost. Access times range from 6—11 ms, whereas a
CD takes up to 500 ms to retrieve data. Computer ads often note the hard drive speed as
revolutions per minute (rpm), which refers to how fast the platters spin when the read/write
head is accessing data. The higher the rpm, the faster the read/write heads can locate specific
data. Ads always mention the storage capacity of a hard drive, as this factor directly affects the
computer’s price. Hard drives typically range from hundreds of gigabytes to a few terabytes of

storage capacity. Current hard drives store data for pennies per gigabyte.
B. Solid-State Drive

Solid-state drives (or SSDs) are storage devices that, unlike hard drives, do not have any
moving parts. Instead, SSDs use special floating gate transistors to store data electronically.
Solid-state drives (SSDs) are generally faster than normal hard drives. Since SSDs have no
moving parts, they are much quieter, more reliable, and more robust than HDDs. They also
generate less heat, thus increasing their life span, and use less power than an HDD, which means

they are more suitable for mobile devices.
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C. External Hard Drives

To increase the storage capacity of your computer, you can use an external hard drive,
a separate, freestanding high-capacity storage device that you attach to a computer, usually
using a USB port. Physical sizes and storage capacities vary, ranging from small portable
devices designed to hold songs, photos, and other personal files, to larger desktop units designed
to store copies of an entire computer system. External hard drives can use magnetic or solid-

state technology.

D. Portable Storage Drives

In addition to external hard drives, you can attach other types of drives to a computer
and use them to store data. These removable drives are ideal for transporting data from one
computer to another, adding storage capacity, and securing data away from a computer.
Removable drives use the same solid-state technology as internal SSDs do. The smallest types
are collectively called memory cards, frequently used with cameras, smartphones, portable
media players, and other similar electronics. Figure 2.29 shows three types of memory cards,

including a microSD card, which you insert into an adapter and then plug into a USB port or
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memory card slot. You insert larger memory cards into a slot on a computer or mobile device,

which usually accepts more than one type of memory card.

Popular USB flash drives are another type of solid-state storage media. This small
removable data storage device uses a USB connector to plug into your computer’s USB port or
another electronic device. USB flash drives are also known as thumb drives, jump drives, flash
drives, and USB sticks. Storage capacities of removable solid-state drives vary from a few too
many gigabytes, which is usually enough to transfer documents, photos, music, and video files.
If you use a USB flash drive with your computer, you should not remove it while the drive is
in use. Disconnecting a USB flash drive while it is storing data can damage the files on the
device. Windows and other operating systems provide an option to remove or eject removable

storage devices safely.

E. Optical Storage Devices

Optical storage devices use lasers to read and write data on plastic platters that contain
a metal layer, which reflects the laser light back to a sensor in an optical drive. Desktop and

laptop computers often have optical drives. See Figure 2.30.

Blu-royOisc ‘

Optical media such as compact discs (CDs) and DVDs are called discs. The technology
for storing data on CDs and DVDs is similar, though DVDs have much higher storage
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capacities. CDs were popularized as media for sound recordings, whereas DVDs are often used
for software, video games, and movies. A more recent type of optical storage media is the Blu-

ray disc (BD), which provides more than five times the storage capacity of a traditional DVD.

CDs, DVDs, and BDs are available in read-only memory (ROM), recordable (R), and
rewritable (RW) formats. For example, a rewritable CD is noted as a CD-RW. In addition, CDs
are produced in a digital audio (DA) format, also known as audio CDs, which are used for music
publishing and distribution. You can only use optical discs in the RW format to store (or write)
data multiple times. After the information is written on an audio CD or any optical disc in the

ROM or R format, it cannot be changed.

VI. Motherboard

The motherboard is the foundation that holds our computers together. It lets us expand
our computer's functionality by adding expansion cards. It routes power from the power supply
and allows the different parts of the computer to communicate. In short, it's a total boss.

Every motherboard has a few key characteristics. First is the chipset, which decides how
components talk to each other on our machine. The chipset on motherboards is made up of two
chips. One is called the Northbridge, which interconnects stuff like RAM and video cards. The
other chip is the Southbridge which maintains our 1O or input/output controllers, like hard
drives and USB devices that input and output data. In some modern CPUs, the Northbridge has
been directly integrated into the CPU, so there isn't a separate Northbridge chipset. A chipset is
a key component of our motherboard that allows us to manage data between our CPU, RAM,
and peripherals. Peripherals are the external devices we connect to our computers, like a mouse,
keyboard, and monitor.

In addition to the chipsets, motherboards have another key characteristic that allows the
use of expansion slots. Expansion slots also give us the ability to increase the functionality of
our computers. If you want to upgrade your graphics card, purchase one and install it on your
motherboard through the expansion slot. The PCI Express or Peripheral Component
Interconnect Express is today's standard for an expansion slot. A PCle bus looks like a slot on
the motherboard, and a PCle base expansion card looks like a smaller circuit board. The last
component of motherboards that we'll discuss is the form factor.

There are different sizes of motherboards that are available today. These sizes of form
factors determine the amount of stuff we can put in it and the amount of space we'll have. The
most common form factor for motherboards is ATX which stands for Advanced Technology

eXtended. ATX comes in different sizes too. In desktops, you'll commonly see full-sized
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ATX's. If you don't want to use an ATX form factor, you could use an ITX or Information
Technology eXtended form factor. These are much smaller than ATX boards. For example, the
Intel NUC uses a variation of the ITX board, which comes in three board sizes; mini-ITX, nano-
ITX, and pico-ITX.

When building your computer, you must consider what type of form factor you want.
Do you want to build something small that can't handle as much workload? Or do you want a
powerhouse workstation to which you can add many functionalities? The form factor will also
play a role in what expansion slots you want to use.

Understanding motherboards and their characteristics can be a big plus when fixing
hardware issues since things like the type of RAM module or processor socket are dependent
on the kind of motherboard they need to fit into. Let's say you're responding to a ticket for a
user with video problems; you want to make it to their desk only to realize the graphics card
you brought as a replacement doesn't fit the motherboard of their computer uses. Now, make

sure that your motherboard can fit any replacement or upgrade that you want to implement.

Standard-ATX Micro-ATX Mini-ITX Nano-ITX NUC Pico-ITX

The functions of the motherboard are to:
e provide a place for other devices or interfaces to be connected to (such as more memory
or other graphics cards)
e distribute power to the various components
e act as a communication hub as the components send and receive information through

the motherboard.

1. RAM
Let's talk about RAM, our computers' short-term memory. We use RAM to store data
that we want to access quickly. This data changes all the time, so it isn't permanent. Almost all
RAM is volatile, so once we power off our machines, the data stored in RAM is cleared.
Remember that our computer is comprised of programs. To run a program, we need to
make a copy of it in RAM so our CPU can process it. When you see a new phone or laptop that

says it has 16 gigs of RAM, it can run up to 16 gigs of programs, meaning you can run lots of
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programs simultaneously. When you type in a document, you're using RAM. If you've ever had
the misfortune of working on an important paper presentation and losing power, you know the
feeling you get when all your work is lost. It's a total bummer. This happens to anything with
RAM, even video games. Have you ever gone on a long campaign without saving, then right
as you get to a safe point, the power goes off on the console, and all the progress you've made
is lost forever? It's not fun at all.

You spend the next hour or so deciding whether or not just to rage quit the game
completely and start all over from scratch. Not that this happened to me or anything, that was
just a friend. Anyway, all of this happens because RAM clears its data.

There are lots of types of RAM. And the one commonly found in computers is DRAM or
dynamic random-access memory. Where a one or zero is sent to DRAM, it stores each bit in a
microscopic capacitor. This is either the charge or discharge represented by one or zero. These
semiconductors are put into chips on the RAM and store our data.

There are also different types of memory sticks that DRAM chips can be put on. The
more modern DIMM sticks, which usually stands for Dual Inline Memory Module, have
different sizes of pins on them. We don't buy RAM based on the number of DRAM chips they
have. They are labeled by the RAM capacity on a stake, like an 8 gig stick of RAM.

After DRAM was created, RAM manufacturers built something called SDRAM, which
stands for Synchronous DRAM. This type of RAM is synchronized to our systems' clock speed,
allowing quicker data processing. Today’s system uses another type of RAM called double data
rate SDRAM, or DDR SDRAM for short. Most people refer to this RAM as DDR, even shorter.
There were lots of iterations of DDR, from DDR1, DDR2, DDR3, and now, DDR4. DDR is
faster, takes up less power, and has a larger capacity than earlier SDRAM versions.

The latest version, DDR4, is the fastest type of short-term memory available for your
computer. And faster RAM means that programs can run faster and more programs can run
simultaneously. Remember that any RAM sticks you use need a compatible motherboard with
a different number of pins aligned with the motherboard RAM slots. Like with the CPU, ensure
your motherboard is compatible with any RAM sticks you buy. Up next, we'll take a deep dive

into motherboards.
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VI. Power supply

To get our computer to work, let's give it some power. Computers have a power supply
that converts electricity from your wall to something usable. There are two types of electricity,
DC, or direct current, which flows in one direction, and AC, or alternating current, which
changes directions constantly. Our computers use DC voltage, so we have to have a way to
convert the AC voltage from our power company to something we can use. That's what our
power supply does. It converts the AC we get from the wall into low-voltage DC power that we
can use and transmit throughout our computers.

So most power supply units have a fan. They also have voltage information just
normally listed underneath or on the side, cables to power your motherboard, and,

To understand electricity, we must use the example of water pipes. Our sinks have a
faucet that's connected to a pressurized water tank. When we turn on the faucet, water comes
out. This is like how electricity works. Electricity flows when we plug an appliance into a wall
outlet and turn it on. If we added more pressure to our water tank, would more water come out
of it? The higher the pressure, the more water there will be. When it comes to electricity, we
refer to the pressure as voltage. If you plugged that 120-volt appliance into a 220-volt outlet,
the power came busting through and fried your charger. If it was the other way around, and a
220-volt appliance was plugged into a 120-volt outlet, you wouldn't have seen the same
outcome. You'll still be able to get electricity, but slowly. This would be similar to a water tank
that is only half pressurized; it will draw water slowly. In some cases, though, this can
deteriorate the performance of the device and cause damage in the long term.

As a general rule, use the proper voltage for your electronics. We refer to the amount of
electricity coming out as current or amperage, and it's measured in amps. We can think of amps
as pulling electricity, as opposed to voltage, which pushes electricity. Amps will pull as much
electricity as needed, but the voltage will give you everything. Look on the back of one of your
device charges; you might see something like 1 or 2.1A. A device with 2.1 amps will charge a
device faster because it can put current from a 2.1 amp than a 1 amp charger. Finally, the other
important part of electricity that you will need to know is the wattage. Wattage is the number
of volts and amps that a device needs. If your power supply has too low of wattage, you won't
be able to power your computer, so make sure you have enough. This means you’ll only
overpower your computer if you have a large power supply. Power supplies just give you the
amount that your system needs. It's best to an error on the side of large power supplies. You
can power most basic desktops with a 500-watt power supply. Still, suppose you're doing

something more demanding on your computer, like playing a high-resolution video game or
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doing a lot of video production and rendering. In that case, you'll likely need a bigger power
supply for your computer. On the other hand, if you’re just browsing the Web, the power supply
that comes with your computer should be fine. A bad power supply causes all kinds of issues.
Sometimes the computer doesn't even turn on at all. Since power supplies can fail for lots of
reasons like burnouts, power surges, or even lightning strikes, knowing how to diagnose power

issues and replace a failed power supply is a skill every IT support specialist should have in

their toolbox.

VII. Cooling System

Computer cooling systems are similar to car engine systems. A computer is an electronic
device that performs millions of operations per second. This means the electronic components
generate a lot of heat. Electronic components like transistors, diodes, and others require a
certain temperature for optimum operation.

The processor (CPU) of the computer generates heat from the operation it is carrying
out. The heat is dissipated to a heat sink mostly made of aluminum. When the heat is on the
sink, a fan blows fresh cool air to cool it down.

There are 2 main types of computer cooling systems air and liquid. The cooling system
is used to ensure that the heat generated by computer components is removed and a cooler
environment is maintained.

= Air cooling system: These are the most common type of cooling systems in most PCs.

They are also the cheapest. They have a heat sink to dissipate heat and a fan to blow

fresh cool air into them. These types of systems make noise due to fan rotation.

o Heat sink: is made up of high heat conductor material such as copper or
aluminum. They have a large surface area and fins to absorb more heat to add

even more surface. They soak the heat away from the processor.
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o Cooling fans: after the heat has reached the sink surface, the fan blows away
hot heat from away and brings in fresh cool air. In most air cooling systems,

there are 2 fans near the processor and another on the power supply.

Liquid cooling system: They are mostly used for high-end computers like gaming which carry
out many operations. They are better at cooling and have less noise than the air type but are

bulky in size and expensive.

There are 4 functions of the Cooling system.

= Prevent overheating: the main work of a cooling system is to remove heat from system
components to prevent overheating.

= To help achieve a high processing speed: the cooler the system is, the high chances of
having a high speed. This is because the computer will be working to its optimum
capacity.

* Reduce hardware breakdown: different components have a different threshold of how
much heat they can bare. The cooler system ensures that all hardware components don’t
break down.

* Prevent random computer shutdown: when the computer starts overheating, the
sensor activates the fan, and the cooling system starts. If the cooling system doesn’t
function well, the computer is set to shut down to prevent components breakdown.

VIII. Computer Case
The computer case is a metal and plastic box containing the computer's main
components, including the motherboard, central processing unit (CPU), and power supply. The

front of the case usually has an On/Off button and one or more optical drives.
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Computer case form factors outline the type of motherboard that will fit in the case and
the number of components that can be added to the system. Bigger cases can host bigger
motherboards and accommodate more components such as disk drives, graphics cards, and
more powerful cooling systems.

There are two main categories of computer cases: desktop and tower. The desktop case
is a singular form factor, while tower cases branch into different sub-categories: full tower, mid-
tower, and mini-tower. Full tower cases can host full-sized motherboards and are compatible
with smaller ones. Mid-tower and mini-tower cases do not fit full-sized motherboards. Still,
they can fit motherboards in mini and micro categories, such as mini-ATX and micro-ATX

motherboards.

Different Types of PC Cases

20cm

20 cm
18cm

cam

am
cm

Full Tower Mid-Tower Mini-Tower (Sma[ISFE:n Factor)
IX. Computer Assembly
Step1: choosing Component

v Processor (CPU) — Acts as the "brain" of your computer. In most builds, the CPU is
usually the most expensive component.

v" Motherboard — Serves as an interface between all of your computer's components and
the processor.

v" RAM — Random Access Memory. More RAM will provide more "workspace" to
increase your computer's performance. Think about the RAM as a table: more RAM
gives you more room for doing things on that table. Less RAM is like having a smaller
table!

v’ Storage Drive — Stores data. You can buy a traditional hard disk drive (HDD) or opt
for a more expensive solid-state drive (SSD) if you want an exceptionally fast drive.

v Power supply — Powers all of your computer's individual components. The power
supply is also the interface between your computer and the wall socket you plug into.

v’ Case — Necessary for storing and cooling your components.
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v Graphics card — Used to render images on your computer. While most processors
have a built-in graphics processing unit (GPU), you can buy a dedicated graphics card
if you plan on gaming or using your computer for intensive editing.

v Cooling system — This includes case fans and coolers for specific parts and keeps the
inside of your case at a safe temperature. Only necessary for gaming and editing PCs—

regular PCs should be fine with a stock cooler.

Step2: Choose Tools for Installing

v" A Philips head screwdriver (though a set of screwdrivers is preferable)

v’ anti-static wrist wrap
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BE Summary ~

Computer hardware refers to the physical parts of a computer and related devices.
The internal hardware parts of a computer are often referred to as components, and
the external hardware devices are usually called peripherals.
types of hardware found in a computer.

o Input device

o Output device

o Storage device

o Processing device
The motherboard, the foundation that holds our computer together. It lets us
expand our computer's functionality by adding expansion cards. It routes power
from the power supply and allows the different parts of the computer to
communicate.
Computers have a power supply that converts electricity from your wall to
something usable.
computer cooling systems are similar to a car engine system. A computer is an
electronic device that performs millions of operations per second. This means the
electronic components generate a lot of heat. Electronic components like
transistors, diodes, and others require a certain temperature for optimum operation.
The computer case is the metal and plastic box containing the computer's main
components, including the motherboard, central processing unit (CPU), and power

supply.

_

N @ o N

.'.' Questions

How many types of hardware?

What are the Input devices and Output devices?
What is CPU?

How many types of storage devices?

What is a motherboard?

When you turn off your computer, is data stored on RAM lost?
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Introduction:

In order for all computers to communicate, software is required. This lesson will explain the
types of software and how to install them. At the end of this lesson you will able to:

v" Understanding to software

v' Classify type of software

v" Install and Uninstall software
In this lesson you will learn:

I.  Type of software
II.  Type of Operating system

III.  Operating system task
IV. Installing Operatng system



N sala.moeys.gov.kh Ot.me/moeysnews

4

u youtube.com/moeyscambodia £

Lesson 39 Software and Operating system Part 4 Computer Fundamental and Maintaining

Lesson 39 Software and Operating system

I. Types of Software

Suppose you shop for a computer at a retail store. In that case, the salesperson emphasizes
hardware details, such as how quickly the data is processed into information (referred to as pro-
cessing speed) and how much information can be stored (storage capacity.) However, hardware

does not make a computer use the software installed on it. A computer is only a collection of

electronic components in a case without software.

pub SBI5%,

The software provides the means to interact with the computer’s hardware by entering and
receiving information through the user interface. The software on most personal computers has
a graphical user interface (GUI), which displays pictures called icons and other visual
elements that allow you to interact with data and execute commands. For example, to print a
document created and stored on a computer, you might select an icon of a printer on the
computer screen. The software on the computer sends the information necessary to print the
document to a printer attached to the computer.

Some software uses a command-line interface, which requires you to type text commands
to interact with the computer.

Although command-line interfaces require you to remember and type complex commands
and allow little room for error, many advanced computer users prefer them because they offer
precise control over system details.

In contrast to command-line interfaces, graphical user interfaces are visually inviting and
easy for novices to use with only basic training. However, they rarely let users directly access
detailed technical settings as command-line interfaces do.

A computer relies on two main types of software, application software, and system
software.

System software is the software that runs a computer and includes the operating system

and utility programs. An operating system is a software that coordinates the resources and
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activities on a computer. A utility program helps the operating system set up, maintain, and
protect a computer. For example, you use a utility program when you connect your computer

to the Internet, a worldwide system of linked computers.

As you use a computer, system software works in the background to manage hardware and
run other software,

Called application software, which you use most directly to complete a specific task or to
create something electronically. You can use application software to perform tasks such as
writing a report, creating a video, viewing a Web page, or sending photos to a friend. In general,
a computer runs system software to perform computer tasks, while you run application software

to carry out your work or personal tasks.

The table below compares operating systems and application software.

Operating System Application System

Operates and  controls _ ‘
Provides  services  and
Purpose computer hardware and runs
o information directly to users
application software

Coordinates the activities of
. o Performs tasks based on user
Role in a computer system | users, application software, |
mput
and hardware

Monitors hardware Manages | Creates documents such as
. resources Controls input and | reports and charts. Provides
Typical tasks ) .
output entertainment Displays

Processes data photos
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Microsoft Word  (word
Windows 11 processing)
Mac OS X Adobe Photoshop (graphics
Examples .
Android editing)
10S Mozilla  Firefox  (Web
browser)

I1. Types of Operating Systems

Operating systems fall into four categories that depend on the type of device for which they
are designed: personal computers, mobile computing devices, servers, and devices other than
computers. When you purchase a personal computer or mobile device, the operating system is
already installed, so your preference for an operating system often determines the computers

you can consider purchasing.

1. Personal Computer Operating Systems

Operating systems installed on a single computer are personal or desktop. These are
considered single-user operating systems because one user interacts with the operating system
at a time. They also multitask operating systems because they let you work with multiple
programs simultaneously. For example, you can look up definitions on the Internet as you write
a report and receive an e-mail on your laptop.

Windows, Mac OS, and Linux are the three most popular personal computer operating
systems. Currently, Microsoft Windows runs on more personal computers worldwide than any
other operating system. For many years, the most widely used version of Windows was
Windows XP, released in 2001. Windows 7, released in 2009, recently surpassed Windows XP
in popularity. Windows 11, the most recent major version of Windows, was released in 2020.

Windows became widespread because it ran on inexpensive personal computers created
by various computer manufacturers. It retained its popularity because it is easy to use and
personalize and runs more types of applications than other operating systems.

In contrast, Mac OS runs only on Apple Macintosh computers. The current version of
the operating system is called Mac OS X, where the X is the Roman numeral 10. Releases of
Mac OS X up to 10.8 are named after big cats, such as Snow Leopard and Mountain Lions.
Figure ## shows a Macintosh computer running Mac OS X Mountain Lion. Mac OS X version
10.9 is called Mavericks, which marks the beginning of a change in the naming scheme from

big cats to places in California. (Mavericks is a surfing location in northern California.)
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Mac OS sets the standard for GUI operating systems. Mac OS X has developed a
reputation among its users as being a very secure, reliable, and easy-to-maintain operating
system.

Linux is a personal computer operating system related to UNIX, an operating system
first developed in the 1960s for large, special-purpose computers that scientists and
programmers frequently use. Unlike Windows and Mac OS, which are proprietary operating
systems, meaning they are owned and updated solely by their companies, Linux is released to
the public as open-source software, meaning anyone can use, modify, and distribute it.
Programmers around the world have collaborated on improving Linux and developing utilities,
applications, and enhancements.

Linux is available in versions called distributions, including commercial distributions
such as Fedora, OpenSUSE, Ubuntu, and Mandriva. Distributions offered by noncommercial
Linux communities include Debian, Slackware, and Gentoo. Figure ## shows Ubuntu (named
after the African philosophy that encourages humanity toward others), which includes features

similar to Windows and Mac OS.

&
F
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Some distributions of Linux, such as BSD, have command-line interfaces. All
distributions offer the advantages of running on any hardware, providing excellent security, and
being free to install and use.

2. Mobile Operating Systems
A mobile operating system is designed for small handheld computing devices such as

smartphones or tablets. A mobile operating system includes features similar to a personal
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operating system but is simpler and significantly smaller. A smartphone is a cell phone that
includes many features of a computer, allowing it to run general-purpose computing
applications. Larger than smartphones, fablets are one-piece mobile computers that typically
include a fouchscreen, a screen you touch to interact with the GUIL. Mobile operating systems
are designed to fit into the limited memory of mobile devices and work well with mobile
hardware and features such as touchscreens, navigation systems, and speech recognition.

Four popular mobile operating systems include i0S, and Android, which are designed
for smartphones and tablets. i0S is a version of Mac OS X written for Apple’s mobile devices,
including iPhones and iPads. Google developed Android as an open-source operating system

designed to run on many smartphones and tablets. Android is derived from Linux.

3. Embedded Operating Systems

Mobile operating systems are embedded operating systems that run devices such as
ATMs, navigation systems, portable media players, digital video recorders, and other consumer
electronics. An embedded operating system is included in the hardware of a standalone device.
Unlike mobile operating systems, however, embedded operating systems are designed to meet
a specific purpose and perform a single type of task, such as providing maps and directions. In
addition, an embedded operating system runs with little or no intervention from you or other
users. You provide a specific type of input, such as a destination, and the embedded operating
system provides the output, such as directions.

Many embedded operating systems are specialized versions of their more fully featured
counterparts, such as Linux and Windows. For example, computerized cash registers, or point-
of-sale devices, use an embedded version of Windows to manage sales transactions and keep
them secure. Household electronics such as microwave ovens and digital video recorders use
embedded versions of Linux to perform their tasks. The iPod has an embedded version of iOS

that lets you select and play songs.
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4. Server Operating Systems

A server operating system resides on a server and is used to manage a network, a group of
two or more computers linked together. A server is a computer that provides network services
such as e-mail to other computers or clients. Because of their purpose, server operating systems

are sometimes called network operating systems.

Each client computer on a network has its operating system, while the server runs a
server operating system to manage the requests for services from the client computers. For
example, if a user on the network wants to print a document, the server operating system handles
the request and sends the print job to the printer, which lines up with other print jobs in a certain
order. That way, the printer isn’t overloaded with print jobs from dozens of other users on the
network. An expert, the network administrator, uses the server operating system to manage the
network and its users.

Server operating systems are multiuser because they let many users run programs and
simultaneously take advantage of the server’s resources. One important task a server operating
system performs is balancing user needs so that everyone can access the services and resources
they request and that a problem with one user doesn't affect all users.

Windows Server is the server version of Windows, and Mac OS X Server is the server
version of Mac OS. Versions and distributions of UNIX and Linux are also servers operating
systems. Many servers that handle e-mail and Internet access use UNIX because it is a powerful,

flexible multiuser operating system.

ITI. Operating System Tasks

The operating system controls your computer from soon after you turn on the power until
you turn it off. During that time, the operating system takes care of technical tasks so that you
can focus on completing a school project, listening to music, or communicating with others, for
example. An operating system’s technical tasks include completing start-up steps, managing
memory, processing input and output, controlling hardware, and ending a computer session.

1. Completing Start-Up Steps
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You turn on the power to the computer to start an operating system. The boot process is a series

of steps the operating system must complete before you can interact with the operating system.

The figure below illustrates the boot process.

A e

N

Computer distributes electrical BIOS starts BIOS runs the POST
power to its components

\

% 4 4 /
- o ¥ | + N
£ N N e J

g Operating system .completes BIOS loads system files into RAM BIOS checks connected devices
s setup tasks and displays the
0 main screen for the GUI

1. The computer receives and distributes electrical power to its circuits so the system

ff components can run.

E.” 2. When a system component called the ROM chip receives power, it starts a utility
§° program called the BIOS, which stands for basic input/output system. The BIOS
E& contains instructions for starting the system before the operating system is loaded.

‘f\% 3. The BIOS performs the power-on self-test (POST) to check critical system components
< and ensure they are running properly. During this step, your computer might beep and
'-ccj flash messages on the screen.

'E 4. If the system components are running properly, the BIOS looks for devices connected
g to the computer and checks their settings. If the BIOS finds an error, the computer might
qé beep again and display error messages describing the problem.

g 5. [If Steps 3—4 are successful and error-free, the BIOS searches for the system files the
2 computer needs to run the operating system and then loads them into random access
é memory (RAM), which is the memory the computer uses to store instructions and data
a temporarily. Next, the BIOS loads the kernel, or core, of the operating system into

RAM. The kernel takes over control of the computer from the BIOS.

6. The operating system completes setup tasks, such as requesting your username and
password, starts and runs utility software and other programs in the background, and
then displays the main user interface screen.

2. Managing Memory

After starting up, one of the main tasks an operating system performs is managing

computer resources. In a computer system, a resource is any component the system requires to
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do work. The main resources are memory, processing components, storage space, and
peripherals.

An operating system manages memory so that it uses RAM efficiently. RAM is a critical
resource because computers have only a limited amount, and every program—applications,
utility programs, even the operating system itself—needs space in RAM to run. When you start
an application, the operating system allocates RAM for that application. When you close an
application, the operating system reclaims the RAM to assign it to another program.

The computer can run out of RAM if you run multiple applications simultaneously. In
that case, the operating system might close an application or shut down the computer
unexpectedly (this is called a crash). To prevent crashes and gain memory, operating systems
take advantage of virtual memory, which is part of a computer’s hard disk that can work as
additional RAM. For example, suppose you have five applications running and then start the
sixth application. Windows might have enough RAM to display the user interface for the
application but not enough to allow you to complete any tasks in the application. To gain
memory to start the sixth application, Windows moves data from one of the other running
applications out of RAM and into virtual memory. This processing is called swapping and

continues until you close one of the open applications.

RAM
H- Operating App 1
system
App 3 App 4 App 5
0S moves data Not enough free space in RAM for App 6

for App 3 to

virtual memory \‘-
to gain space in b -
RAM for App 6

Virtual memory

In general, as the operating system runs out of RAM for programs, it swaps pages of data from
RAM to virtual memory. (A page is the amount of data and instructions the operating system
can swap at one time.) The part of a computer’s storage space dedicated to virtual memory is

called the page or swap file.
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Although virtual memory means the operating system can access more than is available in
RAM, swapping is slower than using RAM alone. If you notice an application responding more

slowly than usual to your commands, the operating system is probably using virtual-memory.

3. Processing Input and Output

Another major task for the operating system is processing input and output. When you type text
on the keyboard to provide input to a software application, the operating system accepts and
processes the data so the computer can display the text as an output on the monitor.

Often, the operating system must handle many input and output tasks simultaneously, such as
when you click buttons and enter text to create a document or when you have more than one
application running simultaneously. The operating system sets a sequence for processing input
and output tasks to keep your computer running smoothly. For example, the printer must receive
the entire document before printing if you want to print a large document containing text and
graphics. Instead of waiting for the printer and slowing down processing, the operating system
places the document data into a buffer, part of memory or storage where data waits until it can
be transferred to a device. In the meantime, you can continue working with the computer
without interruption. When the printer has received the entire document, the operating system
removes the data from the buffer—sending print data to a buffer before printing is called

spooling.

OS stores a document When the printer is ready,
to be printed in a buffer the OS releases the
document from the buffer

4. Controlling Hardware

The operating system considers every hardware device connected to the computer as an input
or output resource. For example, a microphone is an input resource, and a speaker is an output
resource for audio data such as music and spoken words. To control a hardware resource, the

operating system communicates with a driver, also called a device driver, which is a small
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program that enables the operating system to interact with the device. Each device must have a
driver, which is typically provided by the device manufacturer. One of the operating system’s
setup tasks is to activate the driver for each device connected to the computer, so the device
works as you expect it to work.

If you install new hardware, such as speakers that plug into your computer, the operating system
usually recognizes the device immediately, or the next time you start the computer. Because
the operating system includes drivers for common devices, it searches for the correct driver on
the computer and then installs it so you can use the new hardware right away. This feature is
called Plug and Play. If the operating system can’t find the right driver on the computer, it

typically displays instructions for acquiring and installing the driver software.

5. Ending a Computer Session

A personal operating system needs to know when you’re finished working with a computer to
protect itself and other software and keep your information private while you are away.
Although you select an option to end a session, the operating system takes care of the tasks,
which range from shutting down to restarting, signing out (also called logging off), switching
users, and locking the computer. The options for signing out and switching users apply only if
a computer has more than one user. Shutting down is the only option that turns off the power
to the computer. To work with the computer again, you turn on the power and wait for the
computer to complete the boot process. So that you can avoid this delay while the computer
reboots, operating systems provide alternatives to shutting down, such as sleep and hibernate.
These are low-power states that the operating system triggers automatically and lets you quickly
resume work without rebooting. The table below summarizes the ways to end a computer

session.
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w DESCRIPTION WHEN TO USE

Shut down

Restart

Sign out

Switch users

Lock

Sleep/Hibernate

Completely turns off the computer

Closes applications and resets the oper-
ating system

Closes applications but keeps the
operating system running so another
user can sign in without restarting the
computer

Applications and the operating system
continue to run while another user
signs in; the other user is not allowed to
access your applications or data

Applications and the operating system
continue to run, though you cannot
access them until you sign in

Applications and the operating system
continue to run, though in a low-power
state

You plan to be away from the computer

for more than a day or your computer is

vulnerable to electrical damage (such as
during a lightning storm).

You need to reboot the operating
system, such as when you install new
applications or hardware.

You share your computer with someone
else who wants to use it when you are
finished and you are planning to be
away for an hour or more.

You share your computer with someone
else who wants to use it briefly.

You are leaving the computer but plan
to return to it soon, and want to keep
your work and data private.

You are leaving the computer but want
it to quickly resume working when you
return.

As with the boot process during startup, an operating system follows a procedure to shut down
completely. It completes the following steps to ensure all users have saved their data, all
applications and system software are stable, and the operating system has not developed a
problem.

1. Checks users: If the computer has more than one user, the operating system checks
whether others are signed in to use the computer. If they are, they might be required to
end their sessions before the operating system can shut down.

2. Closes application: The operating system sends a shutdown signal to each running
application. If you have not saved data in an application, the operating system allows
you to save it before it sends a shutdown signal to the next application. The operating
system also clears application data from virtual memory and swaps it to RAM.

3. Closes system software—The operating system ends the running programs and
processes that are part of the system software, making sure they close properly. If the
operating system detects a problem, it displays a message now or during the next startup.
The operating system also clears data from RAM and buffers.

4. Turns off the power—The operating system signals the computer’s power management

hardware to turn off the power.
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VI. Installation of Operating System

There are many instances where you might need to reinstall your operating system or
get a new one entirely. For example, you’d need to reinstall Windows if you encountered a
serious error, your hard drive became damaged or corrupted, or you’re upgrading/downgrading
your system.

When planning to reinstall or install a Windows operating system on your PC, you need
to have the necessary installation files beforehand. This will allow you to boot and install the
system.

Because CDs and DVDs are becoming less practical, many computers and laptops no
longer come with a drive to read and write physical disks. This makes it impossible for you to
create or use an installation media unless it’s on a bootable USB drive. While this may sound
impractical initially, USB sticks have a huge advantage over disks.

USBs are incredibly accessible, given the fact that almost every computer has a USB
port that you can use to connect external devices. It’s the easiest and most streamlined method
of installing an operating system. Nowadays, you can create a bootable USB to install various

versions of Windows.

1. Create a Windows bootable USB with the Media Creation Tool

Before installing Windows using a USB, you need to create the installation media itself.
Your computer will read this once the USB flash drive is connected, allowing it to boot from
USB. Below are the steps to create this bootable USB flash drive using the Media Creation Tool
issued by Microsoft.

1. Download the appropriate installation media from Microsoft: Download Windows 10

ElAas
SCAN ME

2. Follow the steps to download the Windows version you want. Some versions may
require you to provide your Windows product key to verify your eligibility to

download disc images.
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3.

Save the Media Creation Tool to your computer. Launch the file and click Accept when

prompted to agree to the software license terms when the download is finished.

o Windows 10 Setup

Applicable notices and license terms

Please read this so you know what you're agreeing to.

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT MEDIA CREATION TOOL

BELOW. IT AFFECTS HOW DISPUTES ARE RESOLVED.
These license terms are an a
They apply to the soft
extent such servic
different terms apply ot alter your or Micro:
software or servic Y WITH THESE LICENSE TERMS, YOU |
BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS,

n you and Micros

s rel
HAVI
1. INSTALLATION AND USE RIGHTS.

a) General. You may install and use one copy of the software to develop and test your

Privacy statement

Decline

TF YOU LIVE TN (OR ARE A BUSTNESS WITH A PRINCIPAL PLACE OF BUSTNESS TN) THE UNITED
STAIES, PLEASE READ THE "BINDING ARBITRATION AND CLASS ACTION WAIVER" SECTION

i
E THE RIGHTS BELOW.

annlications. and salelv for use on Windows You mav make ane hackun cnnv of the software

Accept

v

X

Select Create installation media (USB flash drive, DVD, or ISO file) for another

PC and click the Next button.

& Windows 10 Setup

What do you want to do?

O Uparade this PC now

@® Create installation media (USB flash drive, DVD, or ISO file) for another PC

B3 Microsoft Support Lega Back

Follow any on-screen instructions to set your preferred language, Windows edition, and

System Architecture. If unsure, check the Use the recommended options for this

PC option and proceed.
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C\ elect “‘J nguage, a "‘L"l\.ti—ffﬂﬁ Ire, and e L"]‘ .ﬂi"l'\

Please select from one of the available options to continue.
Language Engish (Unted States)
Edition Windows 10

Architecture 64-bit (x64)

6. Choose the USB flash drive and select your USB from the list. The Windows

installation files will start to download to your USB drive.

® USB flash drive

t needs to be at least 8 GB.

D 1SO file

u'll need to burm the ISO file to a DVD later.

W oft
B Microsc

7. Note that the download may take a long time, depending on your internet connection.

Ensure not to disrupt the process until the bootable USB drive is created.

Here's a summary to boot from a USB.

You first need to create the USB itself, which will be read by your computer and used to
boot up. You can find the guidelines on creating a bootable USB using the Media Creation Tool
issued by Microsoft.

1. Open the Microsoft Download Windows page in your web browser and click on

the Download tool now button.

2. Save the tool to your computer. Launch the media creation tool when the download is

finished and click Accept when prompted to agree to the launch.
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3. Select Create installation media (USB flash drive, DVD, or ISO file) for another
PC and click the Next button.

4. Set your preferred Language, Windows 10 Edition, and System Architecture. If you
can’t change the settings, place a checkmark next to the Use the recommended options
for this PC option and proceed.

5. Choose the USB flash drive, then hit the Next button and select your USB drive from
the list. The Windows installation files will start to download to your USB drive.

6. The download may take a long time, depending on your internet speed. Ensure not to

disrupt the process until the creation tool has been created.

2. Change your computer's boot order

After creating an installation media, you must know how to boot from USB. This is
needed to install Windows from the bootable USB.

The trick is: you need to change your computer’s boot order. Doing so will place the
USB flash drive at the top of the boot order priority list, meaning that your computer will read
the files on it first. This will prompt your computer to load the installation media instead of the
already installed system.

You need to change the boot order in your computer’s BIOS to boot from USB. After
completing this step, during the next start-up sequence, your system will immediately boot from

USB and use the installation media you created, starting the Windows installation process.

+Hard Drive
CD-ROM Drive
Network boot from Intel E1000

W N

<Enter Setup>

With your computer’s boot order successfully changed to load up from a USB device
first, you can now crack on with installing Windows using your USB’s installation file.
Note: Make sure you’ve backed up all your files before installing them to ensure you don’t lose
any valuable data.
3. Step to Install
1. Plug your USB device into your computer’s USB port, and start up the computer. You
may be asked to press a key to boot from the USB.
2. Choose your preferred language, timezone, currency, and keyboard settings. Once

you’re happy with customizing these settings, click Next. (Note that these settings can
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be changed in the future after the Windows 10 installation is complete.).

Windows Setup

3. Click Install Now and select the Windows 10 edition you’ve purchased. Now

click Next to start the installation process.

4. Choose your installation type. You can either choose Upgrade, which will allow
keeping your current files, settings, and apps, or do a fresh, clean installation by
picking Custom. In this example, we’ll be choosing custom to do a fresh Windows

installation.

Windows Setup

5. To install Windows, you need a partition on your hard drive for storing system files;
this will become the main C: drive. You can either pick an existing partition and format
it or delete everything and create new partitions.

e Note: If you haven’t yet backed up your hard drive, you may want to stop
now, back everything up, and start over. Once you’ve deleted a partition, you

won’t be able to recover the data previously stored on it
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You can either use one of the existing partitions on your hard drive by
formatting it, or you can delete the ones there and create new ones from fresh
instead:

e To use one of the existing partitions, select it and click Format.

e To delete the existing partitions, select each one and click Delete, then OK.

6. Ifyou’ve deleted all the existing partitions, your hard drive’s space will be unallocated,
and you’ll need to create new partitions. If you just formatted an existing partition, then
skip to Step 7 now. To create new partitions:

e Click Drive options (advanced).
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Windows will now create a new partition for storing system files.

Click OK to accept.

Repeat this process if you wish to create more partitions.
Once you’ve finished creating all the partitions you want, format each one

except for the partition you want to store your Windows system files, select
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the partitions one by one, and click Format, then OK when prompted.

7. Now select the partition where you want to install Windows and click Next. The
Windows 10 installation will begin. Your computer may reboot a few times during the

process. This is normal.

& Windows Setup

nstalling Windows

Status

Getting files ready for installation (1%)

8. After the installation is complete, your computer will automatically restart one last time.
When it starts up again for the first time, you’ll be able to choose more of your settings

or use express settings recommended by Microsoft.

Settings

+ Let Windows and apps use your name, a
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9. Finally, sign in to your Microsoft account to use some of the new features with Windows
10, such as password recovery, and to access One Drive. If you don’t want to sign in
with your Microsoft account, click Skip this step and follow the instructions to create

a local user account instead.

Make it yours

Your Microsoft account opens a world of benefits. Sign in for your personalized experience. Learn
S

Forgot my password

No account? Create one!

Signiin
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—

B Summary ~

Software provides the means for you to interact with the computer’s hardware by
entering and receiving information through the user interface.
A computer relies on two main types of software, application software, and system

software.

System software is the software that runs a computer and includes the operating
system and utility programs. An operating system is a software that coordinates the
resources and activities on a computer.
Application software is the software you use most directly to complete a specific
task or to create something electronically.
There are 4 types of Operating systems:
o Personal computer OS: Operating systems installed on a single computer
are called personal or desktop operating systems.
o Mobile OS: A mobile operating system is designed for a small handheld
computing device such as a smartphone or tablet.
o Emended OS: An embedded operating system is included in the hardware
of a standalone device.
o Server OS: resides on a server and is used to manage a network, which is a
group of two or more computers linked together.
The technical tasks an operating system performs include completing start-up steps,

managing memory, processing input, and output, controlling hardware, and ending

a computer session.

.'.' Questions

What is Software? How many types? Describe it.

What is an Operating system?

What is the difference between a Personal Operating system and a Server
Operating system?

Describe the task of the operating system.

What do you need before installing the Operating system?
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Introduction:

In this lesson, you learn about installing application software, utility programs,
and operating systems on various types of computing devices, including desktop

computers and mobile computers.
after completion of this lesson, you should be able to:

v
v
v
v
v

Describe how to install various types of software.

Identify the tasks a setup program performs during installation.
Explain when and how to uninstall software.

Describe how to reinstall software, including operating systems.
Identify types of software licenses.

In this lesson you will learn:

I.
II.
I11.
IVv.

Installing software
Uninstalling software
Reinstalling software
Reinstalling Operating system
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Lesson 40 Software Management

I. Installing Software

When you purchase a personal computer, it already contains software such as the operating
system, utility programs, and some basic applications, so you can use the computer as soon as
you turn it on. Eventually, you may want to install other software to perform productivity tasks,
enjoy games and other entertainment, and add tools that enhance the operating system or
improve system performance. Recall from Lesson 2 that when you install software, you move
a copy of the software from its distribution location to your computer. A setup program is
included with the software to guide you through the installation steps and prepare the software
SO you can use it on your computer.

The method you use to install software varies depending on the type of personal
computer you are using, the type of software you are installing, and how it is distributed. You
typically install four types of software: desktop applications, Windows 8 apps, mobile apps,
and utility programs such as drivers and system tools. Recall that a desktop application is a
program that opens and runs in a window on the desktop. The term usually applies to Windows
applications but includes those for Mac and Linux applications. You install desktop applications
on desktop computers and laptops.

As you know, a Windows 8 app is one you start from the Start screen; it then takes up
the entire screen instead of opening in a window on the desktop. You can install and run
Windows 8 apps on a desktop computer, laptop, or tablet with Windows 8§ installed.

A mobile app is specifically designed for a handheld computer, such as a tablet or smartphone.
For example, applications developed for Windows RT are mobile apps, as are those created for

the Apple iPad and Android phones.

1. Overview of Installation Steps

You can install software using one of three distribution methods: a CD or DVD, a compressed
file on a Web site, or a store app, such as an Apple App Store app or a Windows Store app. If
you receive software on a CD or DVD, you insert the disc in a CD/DVD drive on your computer
and wait for the setup program to start. If the setup program does not start automatically, display
the files on the disc using a file manager such as File Explorer, and then double-click the setup

program file, which usually has a name similar to setup.exe. See Figure ##.
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The setup program guides you through the steps to install the software, including choosing the
components you want to install and selecting a folder for the software. See Figure ##.
=B
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program will

install the software according to

your selections

Another way to install software is from a Web site, such as one provided by a software
developer or publisher. In this case, the software and a setup program are contained in a single
compressed file available on the Web site. To install software using this distribution method,
you select options on a Web page, such as the operating system you are using and the language
for the software, and then click a link or button to download and save the compressed file on

your hard disk. See Figure ##.
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B2 Microsoft

el
Hardware
Products Support Downloads Videos For Business Like us u
Downloads
Drivers, software, and documentation for your product .
On the Web site,
Natural Wireless Laser Mouse 7000 select an operating
system and language
Click the Download What operating system are you using?
link to save the [Windows 8 (54-bkonly) ]

compressed file to
your hard disk

Software and Drivers L English (US) v

i . Mouse and Keyboard Center 2.2 64-bit (EXE) Download v

Usually, the setup program starts as soon as the file is downloaded. If it does not, you use a file
manager to extract the files from the compressed file and then double-click the setup.exe file to
start the setup program. If the compressed file is not too large, you can bypass saving and
extracting the files by running the setup program immediately instead. Figure ## illustrates the

process of installing a mouse driver from a compressed file on a Web site to a computer running

Windows 8.

Do you want to run or save MouseKeyboardCenter_64bit_ENG_2.2.173.exe (47.3 MB) from download.microsoft.com?

P P S | In the message

S box, click the Run
Extracting Fil EX - '

i button to download
Setup program Btracting Fle: keyboardoenter\setup64\iles\mousekeyl the software and
extracts the files To Directory: \3c2875e 172793745a447537d 1 setup program

automatically
- Microsoft Mouse and Keyboard Center

\ Mouse and Keyboard Center software is ready to install,

[] Get dynamic content (recommended) .
Automatically check with Microsoft online and download device updates. When the f”?S are
. extracted, click the

Install button to

[] Join the Customer Experience Improvement Program (recommended) install the software

Help improve the next version of the software! Send information about your system
and how you use this software without interrupting your work. This information is
never used to identify or contact you.

Store apps such as the Windows Store, the Apple App Store, and the Google Play Store provide
access to apps designed for a particular operating system. For example, you use the Windows
Store app to display apps available for Windows 8 and Windows RT. On an iPhone or iPad,

you select the App Store icon to visit the Apple App Store and display apps available for iOS.
See Figure ##.
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When you find an app you want to install, you use a button or link to purchase it, if necessary,

and then download and install it automatically. See Figure ##.

eeeee ATAT 7 4:24 PM

< Back

D NATIONAL Clty Guides by

GEOGRAPHIC

National Geograp...
CmES National Geographic So... >

INSTALL |

Tap the Install
button to download
and install the app

App Store Notes

LA
ARA Rally Interactive

2. Installation Tasks

National Geographic is inspiring us to travel once
again—this time to the world's most famous cities,
like New York, Paris, and London. Aside from its
fetching design, City Guides by National Geographic
impresses with quirky facts about each locale,..

more

Depending on the size of the files, installation can take from a few seconds to several minutes

if you are installing a desktop application, mobile app, or utility program. Installing an operating

system takes longer, sometimes up to an hour, and requires you to restart your computer one or

more times.

If you are installing software on a personal computer, the setup program typically performs

the following tasks:
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Copies files—The setup program copies files from the distribution location to your hard
disk and then creates a log to indicate where it stores files during installation.

Extracts files—If the files are stored in a compressed file, the setup program extracts
them so they can all be used in the installation. The setup program might also create
folders and subfolders for the files, usually in a folder in the root directory named
Program Files or Program Files (x86). For example, Microsoft Office has stored in
subfolders of the Program Files @ Microsoft Office folder. This program folder
contains most of the files the application needs to run. (The setup program also stores a
few files in system folders.) The program folder is different from the folder where you
download the files and where the setup program extracts them. If the files in the program
folder are corrupted, you can use the extracted files to reinstall the software.

Checks for existing versions of the software—The setup program scans for other
versions of the software. If it finds an earlier version, it might need to uninstall it first,
or it might be able to use files already installed on your computer. If it finds the current
version of the software and all the files are up to date, the setup program stops and
displays a message indicating the software is already installed.

Verifies system requirements—The setup program checks system components, such as
RAM and the hard drive, to ensure they have enough capacity to run and store the
software. If your computer does not meet the minimum system requirements, the setup
program stops and displays a message describing the problem.

Finds drivers and other system files—If you are installing application software, the
setup program looks for and activates drivers the software uses, such as printer drivers.
It also looks for system files it might need to provide services such as Internet access.
Updates system files—The setup program provides configuration data to the operating
system so it can run the software. On a Windows computer, this information is stored
in the Windows registry, a database of information about your computer’s
configuration.

Provides a way to start the software—The setup program adds a button, icon, or tile to
the graphical user interface so you can start the software. For example, it adds a tile to

the Windows 8 Start screen or an icon to the iPad home screen.

I1. Uninstalling Software

You can uninstall almost any software installed on your computer, including applications,

utility programs, and operating systems. You typically uninstall an application if you no longer

use it. Doing so frees up space on your hard disk, sometimes a significant amount of space,

404



Lesson 40 Software Management Part 4 Computer Fundamental and Maintaining

depending on the software. To uninstall a desktop application from a Windows computer, you
use an uninstaller, which is a tool similar to a setup program. Uninstallers are provided with
installed software so you can completely remove the software from your computer. Suppose
you delete the program folder of a Windows desktop application. In that case, system files still
contain configuration settings and other data that can slow system performance or prevent the
operating system from loading correctly. In addition, most Windows applications store files in
more than one folder, and you need the uninstaller to track them down. You use a Control Panel
tool called Programs and Features to start an uninstaller that completely removes a desktop
application from your computer.

In most cases, you can uninstall a desktop application from a Mac by dragging the
application’s icon to the Trash, a Mac OS X tool similar to the Windows Recycle Bin. Mac OS
X performs a few clean-up tasks behind the scenes. Larger applications or those that interact
with other applications, such as Microsoft Office for Mac, pro- vide an uninstaller that you use
to remove an application thoroughly.

To uninstall a Windows 8 app, right-click the app’s tile on the Start screen or Apps
screen, and then click the Uninstall button on the Apps bar. See Figure ##. The app’s

uninstaller takes care of completely removing the software from your computer.

Selected
Windows 8 app

Click the Uninstall
button to uninstall
the selected app

To uninstall a mobile app from an Android tablet or smartphone, you use the Application
manager on the Settings menu. The Application manager lists all the apps installed on the
device. You select the app you want to uninstall and then tap the Uninstall button. Uninstalling
is even more straightforward on an iPhone, iPad, or iPod Touch: you press and hold the app’s
icon until the icon begins to shake and a circled X appears on the icon, and then you tap the X

to uninstall the app. See Figure ##.
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Press and hold an icon
until the circled X appears,
and then tap the X to
uninstall the app

You can also uninstall a driver or utility program if you are having trouble with a device or no
longer use the program. In addition, a hardware manufacturer might instruct you to uninstall a
driver if you upgrade to new hardware, such as a monitor or video card. In all cases, you should
use an uninstaller to uninstall the driver or utility program from your computer so you can
remove the files as safe as possible. Uninstallers for some system tools are listed in the
Programs and Features window that you access from the Control Panel. Others are included
with the tool itself. For example, as you learned in Lesson 5, you can open the Properties dialog
box for a device, click the Driver tab, and then click the Uninstall button to uninstall the driver.
Uninstalling an operating system means deleting it from your computer. If you don’t
immediately replace the deleted operating system with a new one, your computer won’t run.
You might want to uninstall the operating system when you are preparing to recycle a computer
and need to remove any personal information, such as passwords, stored in system files. In that
case, you should first back up and then thoroughly remove all of your data. You can use a
system tool called a disk wiper or disk eraser to uninstall the operating system and remove your
data at the same time. If you are selling or donating your computer, you can wipe the disk and
then reinstall an operating system from CDs or a DVD, so the new owner has an operating

system to work with.

1. Uninstalling Tasks
If you are uninstalling software other than an operating system on a personal computer, the
uninstaller typically performs the following tasks:

= Deletes files—The uninstaller refers to the log created by the setup program to locate

and then delete the software’s files.
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= Restores system settings—If the setup program changes system settings, the uninstaller
restores them to their original settings. On a Windows computer, this includes registry
entries. The uninstaller refers to the setup log again and reverses the changes to the
registry.

= Restores the graphical user interface—The uninstaller removes the button, icon, or tile

for starting the software from the graphical user interface.

ITI. Reinstalling Software

If you’ve installed software, but it’s not running properly, you can reinstall it. For example, if
you install a desktop application, Windows 8 app, or mobile app, try to start the software as
usual, and then discover that the application doesn’t start, you can uninstall the software and
try installing it again on the same computer. Reinstalling can replace files that might have
become corrupted during or shortly after installation. In fact, corrupt or missing files are the
most common cause of software problems, and uninstalling and then reinstalling is the easiest
way to solve it.

To reinstall a desktop application, Windows 8 app, or mobile app on the same device as the
original software, you can complete the following general steps:

1. Uninstall the software as described in the “Uninstalling Software” section of this lesson.

2. Restart the computer. This resets the computer and frees system resources, greatly
reducing the possibility of corrupting a file.

3. Install the software as described in the “Installing Software” section of this lesson. If
possible, select a Web site or store app as the distribution location so you can install a
recent version of the software.

4. If the setup program prompts you to check for and install updates, choose the option to
do so. In most cases, it’s best to install the most recent version available.

Developers of system software don’t usually require you to uninstall programs such as
drivers before reinstalling the software. If you received the software on a CD or DVD, which
might be the case with drivers for the hardware you purchased, you can insert the disc in a
CD/DVD drive and wait for the setup program to start or double-click the setup.exe file in File
Explorer to start it yourself. If updates have been installed for the drivers, the software on the
disc is probably older than the software currently installed on your computer. In this case,
reinstalling the software replaces the most current drivers with older drivers that might not be

compatible with new hardware.
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IV. Reinstalling an Operating System

If an electrical storm, power surge, virus, or another threat causes system problems severe

enough to prevent your operating system from running normally, you can reinstall it. Most set-

up programs or the operating systems themselves provide an option to install a fresh copy of

the operating system while retaining your data and settings. Some also retain your application

software. For example, you can reinstall Windows 8 using a Refresh option that retains your

original Windows 8 apps, though not your desktop applications. You’ll learn how to refresh

Windows 8 next. You can reinstall other operating systems as follows:

Mac OS X—You can reinstall Mac OS X by choosing the Restart command on the
Apple menu and then holding down the Command+R keys as the computer restarts.
When an option to reinstall Mac OS X appears on the screen, click it to download and
install the software from an Apple server. (You must be connected to the Internet to
reinstall.) Follow the on-screen instructions to complete the reinstallation. Reinstalling
keeps your data files and settings intact.

Linux—The method to reinstall varies depending on the Linux distribution. For most
distributions, you reinstall using your original installation media, which overwrites all
the files except your data files. However, you can back up the files containing your
settings and then restore the files to your fresh installation of Linux.

iOS—You can reinstall or update iOS by connecting your smartphone or tablet to the
Internet or to a computer where iTunes software is installed. (iTunes is the software you
use to play, download, and organize digital media files on a personal computer.) With
the first method, you use the General category in the Settings app to select the Software
Update command and then follow the on-screen instructions. To use iTunes, you
connect your smartphone or tablet to a desktop or laptop computer running iTunes. On
the iTunes menu, click Check for Updates and then follow the on-screen instructions to
reinstall 10S.

Android—You can reinstall or update Android by using the Settings app. Select a
command called About Tablet or something similar, and then choose System Updates
to check for an update or reinstall Android. Manufacturers of Android smartphones and
tablets also send notices about updates to their firmware when it’s available. (Recall that
firmware consists of instructions stored on a ROM chip, so it is a combination of
hardware and software.) To reinstall firmware on your own, however, you need to

contact the manufacturer directly and then send the device to them for reinstallation.

Windows 8 includes the Refresh tool, which installs a fresh copy of Windows on your

computer and retains your data, settings, and original Windows 8 apps, but not desktop
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applications. The Refresh tool is designed to reinstall Windows 8 if your system is unstable;
that is, you can start the computer and run applications but receive error messages or have
trouble opening and using system tools. If you are having problems even starting Windows,
you can use the Reset tool to remove all of your files and applications, reinstall Windows, and
then change all of your system settings to their defaults. The Reset tool is also ideal if you are
disposing of your computer or giving it away because it removes all of your data and personal
information.

While using the Refresh or Reset tool, Windows needs to access setup files stored on its
installation or recovery medium. You could use the original installation medium (such as the
USB drive or DVD containing the setup program and files) or a system recovery disk if you

made one during the original installation of the operating system.

~ BE Summary ~

e When you install software, you use a setup program to guide you through the steps

of copying the software from its distribution location to your computer and then
preparing the software so you can use it.

e The method you use to install software varies depending on the type of personal
computer you are using, the type of software you are installing, and how you access
it. You typically install four types of software: desktop applications, Windows 8
apps, mobile apps, and utility programs such as drivers. You obtain the software one
of three ways: CD or DVD, a compressed file on a Web site, or a store app.

e To install software, a setup program copies and extracts files, checks for existing
versions of the software, verify system requirements, finds drivers and other system
files, updates system files, and provides a way to start the software. To uninstall a
desktop application from a Windows computer, you use an uninstaller, which is a
tool similar to a setup pro- gram that completely removes software from your system.
To uninstall a Windows 8 app or mobile app, you use an Uninstall command.

e You might need to uninstall a driver if a hardware manufacturer instructs you to do
so. You can also uninstall utility programs if you no longer use them. In these cases,
you should use an uninstaller provided by the software to uninstall the software from

your computer so you can remove the files as safe as possible.

_ _J
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e Yourarely need to uninstall an operating system, though you might want to uninstall
one when you are preparing to recycle a computer and need to remove any personal
information, such as passwords stored in system files.

¢ When you use an uninstaller, it deletes the software’s files, restores system settings,
and restores the graphical user interface.

e If you’ve installed software, but it’s not running properly, you can reinstall it.
Reinstalling can replace files that might have become corrupted during or shortly
after installation.

e Ifa threat such as an electrical storm causes problems severe enough to prevent your
operating system from running normally, you can reinstall the operating system. In
most cases, you can use an option to install a fresh copy of the operating system
while retaining your data and settings.

e To reinstall an operating system, the computer needs to access setup files stored on
the installation or recovery medium. Most desktop operating systems let you create
a system recovery disk, which contains tools and files to help restore a computer if

a serious system €Iror oCccurs.

A

°" Questions

1. What are the three factors that determine the method you use to install software?

2. How do you install software provided in a compressed file on a Web site?

3. What are the seven tasks a setup program typically performs to install software?

4. After you download and install a Windows desktop application such as Free Alarm
Clock, how can you verify it has been installed successfully?

5. What are two reasons to uninstall application software?

6. How do you start an uninstaller to uninstall the software from a Windows
computer?

7. What types of situations might you want to reinstall an operating system?
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Introduction:

In this lesson, you learn about the purpose and use of application software,
including word-processing applications, presentation software, spreadsheets, and
databases. You also examine applications for desktop publishing, entertainment,
and media editing. Finally, you explore typical utility programs, including those

that compress files, manage disks, and scan for malware.
after completion of this lesson, you should be able to:

v

v
v
v
v

Define productivity software.

Describe word-processing, desktop publishing, and presentation software.
Compare spreadsheet and database software.

Describe entertainment and media-editing software.

Use typical software tools for maintaining a computer.

In this lesson you will learn:

I.
II.

Using software
Using Software tool
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Lesson 41 Software Usage

I. Using Application Software

The range of application software covers nearly every task you might need to perform,
including producing documents and other types of work, exchanging electronic messages,
accessing Web pages, watching movies, and playing games. In this lesson, you explore three
types of applications: productivity, entertainment, and media-editing applications. You use
productivity applications to perform work and other activities effectively. Productivity
applications include word processing, spreadsheet, database, desktop publishing, and
presentation software. Entertainment software is designed for viewing or playing music, videos,
and photos, while media-editing software is designed for creating and modifying graphics,
animations, videos, music, and other media.

Related applications are often packaged together and distributed in a software suite. For
example, Microsoft Office, Apple iWork, Google Docs, and Apache OpenOffice are considered
office suites because they typically include word-processing, spreadsheet, and presentation
applications that are useful in a professional or business setting. Many office suites also include
a database or an e-mail application. Media-editing applications can also be provided in suites
such as Adobe Creative Suite and CoreIDRAW Graphics Suite, which include software for
editing photos, creating graphics, and developing animations.

Software suites offer some advantages over installing individual applications. The cost
of a software suite is usually less than the cost of buying each application separately. The
software in a suite uses the same interface, so you can apply the skills you learn in one
application to the other applications. Suite software is also designed to work together, often by
sharing content. For example, in an office suite, you can copy a chart created in a spreadsheet
and paste it into a word-processing document. A disadvantage is that many people use one or
two suite applications most of the time while rarely using the others, so the disk space consumed

by the suite overall could be used more efficiently.

1. Word-Processing Software

You use word-processing software such as Microsoft Word, Apple Pages, Google Documents,
and Corel WordPerfect to produce written documents such as reports, letters, memos, research
papers, and flyers. As you are working on a document, you can enter and reorganize text, correct

errors, insert graphics, and format the document before producing a final version.
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A typical word-processing application such as Microsoft Word, shown in Figure ##, displays

a work area where you create and edit a document and controls for viewing, formatting, and

managing the document.
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2. Spreadsheet Software
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A spreadsheet is an arrangement of text and numbers in a rectangular grid or table. You use

spreadsheet software such as Microsoft Excel, Open Office Calc, or LibreOffice Calc to

organize numeric data in such a way that you can calculate, analyze, interpret, and present it.

This type of software is ideal for tasks such as preparing budgets, balancing checkbooks,

forecasting loan payments, and maintaining grade books.

A typical spreadsheet application such as Microsoft Excel, shown in Figure ##, displays a grid

of columns and rows that can contain text, numbers, and formulas. Excel calls this grid a

worksheet or a sheet for short.
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3. Presentation Software

You use presentation software, such as Microsoft PowerPoint, iWork Keynote, LibreOffice
Impress, and Prezi, to organize and present text, graphics, and other media as a slide show. To
guide you in creating a slide show with visual appeal, presentation software provides layouts,
which are pre-set arrangements for slide content, including text and graphics. Layouts provide
placeholders in which you can enter and edit the text in formats that audiences can view and
read easily, including headings and bulleted and numbered lists. You can also use placeholders
to insert tables, charts, pictures, and videos. Figure ## shows an example of a slide show created

in presentation software.
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4. Entertainment Software

Entertainment software includes applications that let you download and listen to music or the
radio, watch movies and television shows, and play games. Some applications, such as Apple
iTunes, provide access to more than one type of digital media, including songs, movies, TV
shows, and radio stations. Other software, such as music players, radio applications, and video

players, concentrate on a single type of media.

A. Music and Video Applications

You use music applications such as Windows Media Player and iTunes to build a collection of
digital music and arrange it into playlists, which are lists of songs or pieces of music organized
in sequence, though you can also shuffle the order. You can play the music files on a computer
or transfer them to a handheld device such as a portable media player. Mobile music apps such
as Google Play Music and iTunes for iOS are especially popular because they are designed for
listening to music on the go. Video player software includes QuickTime, RealPlayer, and the
VLC media player; all of these applications also play music. You use the applications to play
videos in a variety of file formats, organize videos into playlists, and set preferences such as

displaying or hiding subtitles.
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B. Game Software

Game software for personal computers is one of the most popular types of software that people
use today. Some game applications are electronic versions of physical games, such as Solitaire
or Scrabble, that have rules that are familiar or easy to grasp and can be played for short periods
of time. They are sometimes called casual games because they require little time commitment

to learn and play.

5. Desktop Publishing Software

Desktop publishing (DTP) software is similar to word-processing software because you use it
to create documents containing text and graphics. However, DTP software includes more
sophisticated features that enable you to use a personal computer to arrange text and graphics
on a page to create and print high-quality documents such as brochures, magazines, newspapers,
and books typically produced by professional typographers. Adobe InDesign, QuarkXPress,

and Microsoft Publisher are examples of DTP software.
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6. Media-Editing Software

If you acquire digital media such as music, video, and image files, you often need to edit them
to suit your purposes. For example, suppose you want to make a short video demonstrating how
to make sushi. You could use a digital video camera to record yourself making the sushi, select
a music file to play at the beginning of the video, and take photos of the finished product to
display at the end of the video. To fine-tune each component, you use graphics software to
correct any flaws in the photos, music-editing software to play only a short segment of a song,

and video-editing software to edit the video recording and produce it with the photos and music.

A. Graphics Software

You use graphics software such as Microsoft Paint, Adobe Photoshop, and CoreIDRAW to
create, edit, and print graphics, including pictures, drawings, photographs, icons, and other
images. The three major types of graphics software are paint, photo editing, and drawing
software. Paint software such as Microsoft Paint provides tools for painting the screen, which
involves manipulating pixels by filling them with color. You can use paint software if you need

to create a graphic on a Web page, for example, or any other object displayed on a computer

Screen.

Unlike paint software, drawing software approaches a graphic as a set of geometric
objects, including lines and closed shapes. Because of this approach, graphics created with
drawing software can be resized without reducing the quality of the image, which is not the
case with paint software. 3-D graphics software also uses mathematics to represent 3-D objects
and allows users to rotate and view them from many angles. A special type of 3-D graphics
software is computer-aided design (CAD) software, which professional designers use to create
models of products, buildings, and other objects; engineering and technical drawings; and

blueprints for architectural projects.
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B. Video-Editing Software

When you use video-editing software such as Windows Movie Maker, Apple iMovie, or
Camtasia Studio, you work with video segments called clips. You arrange the clips in sequence
on a timeline or storyboard, add transitions between clips, insert titles, and zoom in and out to

direct the viewer’s attention.

C. Music-Editing Software

Music-editing applications such as Apple Garage Band, Music Maker Jam, and Finale are
designed for people who want to record and edit their own music. You can use these
applications to compose and record songs; change the volume, speed, and sound quality of

recordings; add sound effects, and mix voices and instruments.
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8. Database Software

A database is a collection of data organized into tables, such as a collection of baseball cards,
an inventory of movie and TV show DVDs, or an address book of contacts. You use database
software such as Microsoft Access, FileMaker Pro, or MySQL (pronounced “my sequel”) to
enter, organize, update, retrieve, and produce reports on the electronic data in a database.

All data in a database is stored in one or more tables composed of rows and columns, similar to

spreadsheets.
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I1. Using Software Tools

Utility programs are tools you use to maintain your data files, software, and hardware File
utilities include software that helps you manage files, convert files from one format to another,
and thoroughly delete files. Disk management utilities include software that helps the operating
system store files efficiently on a disk and removes unnecessary files. Software utilities include

software updating tools, virus, and other malware scanners, and system monitors.

1. File Compression Software
File compression software is a type of file utility that reduces the size of a file by removing
redundant data. You compress files before attaching them to an e-mail message, for example,
so they can be transferred more quickly. When you receive a compressed file, you use the file
compression software again to expand the file to its original size. Although operating systems
provide file compression software, you can install separate utilities that perform the same tasks
and include additional features such as encrypting the compressed files for extra security.
Figure ## shows WinZip, a popular file compression utility for iOS.

File compression software determines which redundant data to remove according to

sophisticated algorithms, which are sets of rules a program follows in calculations or other
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problem-solving steps. The algorithm for compressing a text file identifies patterns in the text,
including certain characters or words that often appear together, such as “the” or “is the.” The
file compression software keeps track of this pattern in a log and substitutes the text for code.
For example, instead of storing the words “is the” 25 times in a file, the software uses “1” as
the code for “is the,” which stores only one character instead of six. When the file is extracted,
the software reverses the operation and substitutes “is the” for each code of “1.” This type of
compression is called lossless compression because it reconstructs the original file without
losing any data. Lossless file compression methods can reduce text files by 50 percent or more.
Files containing graphics or music do not include many redundant data, so file compression
software does not use this kind of algorithm for compressing media files. Instead, it uses a lossy
compression method, which removes data identified as unnecessary in the file. For example,
suppose you want to compress a graphic with a white background. Although the background
seems to be the same shade of white at normal size, when you use graphics-editing software to
zoom into the background, you’ll see that each pixel is a slightly different shade of white.
Instead of retaining thousands of shades of white, file compression software changes the color
value of some pixels, so the background is composed of only hundreds or dozens of shades,
reducing the size of the file significantly. However, when you extract the graphic, the lost colors
are not restored, meaning the graphic is not exactly the same as the original file because some
data has been lost. You are unlikely to notice the difference in a graphics file, which is why

these programs use lossy compression methods for graphics.

2. Disk Management Software

You use disk management software to maintain your hard disk by keeping it free of problems
that could prevent you from accessing your data. A hard disk failure can be an inconvenience
if you have backups of your data and a disaster if you don’t. Disk management software helps
you prevent disk failure from occurring in the first place by removing corrupted files and
unnecessary files, blocking access to damaged parts of the disk, and arranging data for efficient
retrieval.

You should use three disk management utilities regularly. One is a disk cleaner, which
identifies files you can safely delete to free up disk space. Another is a disk scanner, or error-
checking tool, which scans for disk errors, such as parts of corrupted files and damaged sections
on the disk, and then repairs them. The third tool is a defragmenter, which can optimize the
way files are stored on the disk. Desktop operating systems provide these utilities by default;

you can download and install apps that perform these tasks on mobile operating systems.

419



Lesson 41 Software Usage Part 4 Computer Fundamental and Maintaining

In addition to cleaning, scanning, and defragmenting a disk, you can use compress it, which is
similar to compressing files. A disk compression utility increases the amount of data you can
store on a hard disk by compressing all of its files. Instead of selecting files to compress, as you
do with a file compression utility, a disk compression utility works in the background whenever
you store files on the hard disk.

In Windows 8, the disk cleaner utility is called Disk Cleanup, which you use in Step-
by-Step 8.2. When you start Disk Cleanup, it searches your hard disk for unnecessary files, such
as temporary Internet files and those in your Recycle Bin, and then lists the types of files. You
can select each type of file to learn its purpose and determine whether you want to permanently
delete those files from your hard disk.

To understand how an error-checking tool and a defragmenter work, recall that the
surface of a hard disk contains concentric circles called tracks. Tracks are divided into blocks
of 512 bytes, and each block is called a sector of the disk. The operating system assigns the file
to one or more sectors to save a file on a disk. Each part of a file stored in a sector is called a
cluster of data. Because most files are larger than 512 bytes (the size of one sector), the data in
a file is usually divided among several clusters. A file system error known as a lost cluster
occurs if the operating system loses track of which clusters contain the data that belong to a
particular file. An error-checking tool identifies file system errors and can repair them if
necessary. In addition, it can scan for and repair physical errors on the hard disk itself, including
bad sectors, which are areas of the disk that do not record data reliably.

After correcting any errors on your hard disk, you can run a defragmenter to improve
the disk’s performance so that applications start and files open more quickly. (Most operating
systems run a defragmenter according to a schedule, so you can also wait and let the operating
system start the defragmenter for you.) When an operating system breaks a file into clusters, it
attempts to place the data in adjoining sectors and usually does so successfully on a relatively
new hard disk. When you delete a file, the operating system frees the sectors that contain the
file’s data. The next time you save a file, the operating system searches for the first available
sector, stores a cluster of data, and then searches for the next available sector, which might not
be next to the first one. The more files you save and delete, the more scattered the clusters for
a file become. A disk that contains files whose clusters are not contiguous or next to each other

is said to be fragmented. See Figure ##.
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Fragmented file

\ %
__'/
_.// Hard disk sector

The more fragmented the disk, the longer the operating system takes to retrieve the file, and the

Contiguous file

more likely you are to have problems with the file. When an application tries to access a file on
a fragmented disk, file retrieval takes longer than necessary because the application must locate
clusters that aren’t adjacent. Defragmenting rearranges the clusters on the disk, so each file’s
clusters are adjacent to one another. When a disk is in this state, it is said to be optimized.

3. Malware and Antivirus Software

When you connect to the Internet, receive an e-mail message, or share your computer or files
with others, your computer is vulnerable to harm from people who might attempt to access
confidential information or damage your files. They can do so through malware, which is short
for malicious software. Malware includes computer viruses, worms, Trojans, bots, and spyware.
By copying itself and triggering computer code, a virus can infect your computer and damage
your files and system settings. Viruses are often transmitted through e-mail attachments or
downloaded files, but they don’t spread until you open the infected attachment or file.

In contrast, a worm is harmful computer code that spreads without your interaction. A worm
slips from one network connection to another, replicating itself on computers. As it does, a
worm consumes network resources and overwhelms computers until they become slow or
unresponsive.

Another type of malware is a Trojan, also called a Trojan horse, which is malware that
hides inside another program, such as a browser toolbar you download from the Web. When
you install the toolbar, the Trojan infects the operating system, allowing a hacker to access your
computer. If attackers access your system through a Trojan, they might install a bot, short for

robot, which is a program that runs repetitive tasks. Bots can control your computer without
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your knowledge to perform illegal activities such as sending massive amounts of spam
(electronic junk mail).

Spyware can also install itself or run on your computer without your consent or control.
As its name suggests, the spyware monitors your computing actions, usually while you are
online, to collect information about you. Sometimes, spyware passes information about your
Web browsing habits to advertisers, who use it to improve their products or Web sites. Other
times, a special type of spyware called adware changes your browser settings to open pop-up
ads, which are windows that appear while you are viewing a Web page and advertise a product
or service. Pop-up ads interrupt your online activities and can be difficult to close; they can also
be vehicles for additional spyware or other types of malware.

Common symptoms of malware are when your computer runs much slower than normal,
messages appear unexpectedly, programs start or close on their own, or the operating system
shuts down suddenly.

To defend against malware, you should install and run antivirus software on your
computer and then keep it up to date because new malware is released frequently. Antivirus
software blocks potential malware, scans your computer and safely removes viruses, worms,
Trojans, and bots. Some antivirus software also scans for spyware. Table ## lists some popular
antivirus software for Windows, Mac OS X, i0S, and Android. Mobile operating systems are
well protected against malware because they exclusively use online stores to distribute apps,

and developers can tightly control the software offered at online stores.

Windows Norton Antivirus Also available for Mac OS X and mobile
operating systems

McAfee Antivirus Also available for Mac OS X and mobile
operating systems

Windows Defender Runs automatically if no other antivirus
software is installed
Mac OS X Sophos Anti-Virus for Mac Freeware; also scans for Windows malware you
might send via e-mail
Avast! Free Antivirus for Mac Freeware; scans only for Mac malware
XProtect Included with Mac OS X; scans downloaded

files for malware

i0S VirusBarrier Scans files on a Mac or PC before transferring
them to an iPhone or iPad
Lookout Security Comes preinstalled on Samsung devices
Android Kaspersky Mobile Security Also available for all other operating systems
except i0S

422



Lesson 41 Software Usage Part 4 Computer Fundamental and Maintaining

uyoutube.com/moeyscambodia L&A sala.moeys.gov.kh OLme/moeysncws

— BE Summary ~

e You use productivity applications to perform work and other activities effectively.
Productivity applications are often bundled together in a software suite.

e You use word-processing software to produce written documents such as reports,
letters, memos, research papers, and flyers. Features in word-processing software
help you reduce the number of errors in a document and improve the quality of your
writing. They also provide formatting features so you can make documents look
professional and appealing, and include collaboration features for working with
other users.

e Desktop publishing software is similar to word-processing software because you use
it to arrange text and graphics on a page. In addition, it includes tools for producing
and printing typographic-quality documents and for sending files to a commercial
printer.

e You use presentation software to organize and present text, graphics, and other
media as a slide show. Layouts in presentation software guide you to arrange text
and graphics on a slide. Presentation software also includes features to engage the
audience and clarify ideas during a slide show, such as slide transitions and

animations.

_ ),
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You use spreadsheet software to organize numeric data so that you can calculate,
analyze, interpret, and present it. You insert a formula to display the results of a
calculation. If you use cell references in a formula, recalculation is automatic when
data changes. The ability to update automatically makes spreadsheets especially
useful when you need to perform what-if analysis.

To help you visualize numeric data, spreadsheet software includes tools for creating
charts (also called graphs). Charts show trends or relationships in data that you might
not notice when examining columns or rows of numbers.

You use database software to enter, organize, update, retrieve, and produce reports
on the electronic data in a database. All of the data in a database is stored in one or
more tables, which are composed of rows and columns, similar to spreadsheets. Each
column in the table represents a field, and each row represents a record.

A database file can contain objects, including tables, forms, queries, and reports.
You use a form to enter data into a table. You use a query to request specific
information that meets set criteria from the database. A report provides data as a
formatted printout or display.

Both spreadsheets and databases are designed for organizing, managing, and
tracking data that is stored in columns and rows. If your focus is on using numerical
data to make calculations or a quick analysis, create a spreadsheet. If your focus is
on storing other types of data for the long term and manipulating it efficiently, create
a database.

Entertainment software includes applications that let you download and listen to
music or the radio, watch movies and television shows, and play games.

You use media-editing software to edit digital media such as photos and other
pictures, music, and videos.

You use graphics software to create, edit, and print graphics, including pictures,
drawings, photographs, clip art, icons, and other images. The three major types of
graphics software are paint, photo editing, and drawing software.

Music-editing applications are designed for people who want to record and edit their
own music. Video-editing applications are designed for people who want to create

and edit videos. You import and then organize video clips, music clips, and other

Y

media clips and then publish them together in one video file.
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—

—
Utility programs are tools you use to maintain your data files, software, and
hardware. File utilities include software that helps you manage files, convert files
from one format to another, and thoroughly delete files. Disk management utilities
include software that helps the operating system store files efficiently on a disk and
removes unnecessary files.

To defend against malware, you should install and run antivirus software on your
computer and then keep it up to date because new malware is released frequently.
Antivirus software blocks potential malware, scans your computer and safely
removes viruses, worms, Trojans, and bots. Some antivirus software also scans for

spyware.
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Introduction:

In this lesson, you learn how to solve computer problems by following common
troubleshooting steps, and then apply those steps to software and hardware
problems. You use troubleshooting tools to identify and solve operating system
and application software problems, and learn about resources for troubleshooting
problems with computer components and peripheral devices.
after completion of this lesson, you should be able to:

v" Describe typical software problems.

v" Use troubleshooting tools provided by an operating system.
v Get help from online resources. n Describe symptoms of problems with
hardware components. Identify common solutions to problems with

peripheral devices.

In this lesson you will learn:
I.  Approaches to Troubleshooting
II.  Troubleshooting Software
III.  Troubleshooting Hardware
IV.  Troubleshooting peripheral Device
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Lesson 42 Computer Troubleshooting

I. Approaches to Troubleshooting

Suppose you are using your computer to complete a major project, and the deadline is fast
approaching. As you work on the project, you're creating content in word processing,
spreadsheet, and graphics applications and then combining the content into a presentation. As
you copy and paste a chart onto the last slide, the presentation application closes suddenly.
When you open the application again, a message appears indicating that the presentation you
were working on is corrupt and cannot be recovered. Now, what do you do? If you are
experiencing a computer problem like this example, you need to troubleshoot to solve the
problem. Troubleshooting means taking a logical, systematic approach to identifying the source
or cause of the problem and then applying a solution so that the computer normally works again.
Troubleshooting typically involves the following four steps:

v Define the problem: Describe the trouble that you are having, being as specific as
possible. For example, to define the presentation problem, you should note the name
and version of the presentation application, the type of content you were trying to paste
onto a slide, and the source of that content. Also, note the other applications you were
running at the time the problem occurred and any system tasks the computer might have
been running in the background.

v Identify possible causes: Consider obvious causes first, such as the original
presentation file being damaged. Next, determine the last time you successfully
performed the same steps with the software. Have you installed or uninstalled any
software since then? If so, those actions are also possible causes.

v Determine the most likely cause: Work through a process of elimination to determine
the most likely cause. Test each cause. For example, does the presentation software
close unexpectedly each time you try to paste a chart from the spreadsheet software? If
not, eliminate pasting a chart as the cause of the problem. If the presentation software
does close each time, however, you have found the most likely cause.

v Apply solutions: As you test causes, keep track of possible solutions, and then apply
each solution systematically. If pasting a chart from a spreadsheet application caused
the problem, does updating one of the applications solve the problem? What about
updating both applications? Try your task again to confirm that the solution restores the
software to a reliable working state.

When you define the problem in Step 1 of the troubleshooting steps, you determine whether

you are trying to solve a software or hardware problem. If the problem seems to involve only

applications or the operating system, troubleshoot the software. If the problem occurs as the
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computer starts, troubleshoot the operating system first. For other computer problems and those
where software troubleshooting does not solve the problem, troubleshoot the hardware and

peripheral devices.

1. Getting Help from Online resources

When you have any computer problem, you can find valuable troubleshooting information
on the Web. The best sources are knowledge bases and online forums. A knowledge base is a
collection of articles, videos, and other sources containing information about a product or topic.
Software developers and hardware manufacturers provide knowledge bases to their users to
help them solve problems. Typically, a technical support professional writes a knowledge base
article to answer common questions or to explain how to work around a known flaw in the
software. Knowledge base articles are often part of or linked to software Help topics. They are
also available online at the support Web site of a software developer or hardware manufacturer.
For example, to access the Microsoft knowledge base, you visit support.microsoft.com/kb. To
access the Apple knowledge base, you visit kbase.info.apple.com. On the knowledge base Web
site, your search for a topic by keyword the same way you search for any information on the
Internet. Operating system knowledge bases include information about third-party software and
their own software.

An online forum is a Web site where people conduct conversations by posting messages
about a specific topic. Software developers and hardware manufacturers often host online
forums where users can post questions or report problems they are having with the product.
Other users or technical support people working for the software developer or hardware
manufacturer answer the questions or help to troubleshoot the problem. The original message
and all the responses to it are grouped together sequentially by topic. This group of related
messages is called a thread. Threads are saved in an archive that you can search to determine if
your problem has already been solved before you post a new message.

The Apple online forum is called the Apple Support Communities, which you can access
from the Apple Web site. In Windows Help and Support, you can click the Microsoft

Community website link to display the online forum for Microsoft software. See Figure ##
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As you work through the four troubleshooting steps to define and solve computer problems,

take advantage of online resources so you can learn from the experience of other users and from

support professionals.

I1. Troubleshooting Software

Software trouble ranges from minor difficulties, such as a feature that doesn’t work as it should,

to major problems, such as the operating system failing to start. Table ## describes the most

common general software problems, their possible causes, and suggested solutions.

PROBLEM POSSIBLE CAUSE POSSIBLE SOLUTION

Operating system does not
start or starts and then freezes

Newly installed software does
not start

Newly installed software starts,
but doesn't run correctly

Other software does not start
or runs with errors

Necessary file fails to load;
background process starts before
operating system starts completely

Corrupted or missing software files

Operating system might not
be aware of changes in system
settings

Software bug or conflict with other
software

Restart the computer, and then
update the operating system.

Uninstall and then reinstall the
software.

Restart the computer, and then
restart the software.

Check the software publisher’s
Web site for an update or setting
change that can solve the
problem; otherwise, uninstall
one of the programs in conflict.

The following sections describe other solutions you can try when you are troubleshooting more

specific software problems.
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1. Using Troubleshooting Tools

Operating systems include diagnostic tools that help you troubleshoot software
problems, including those with the operating system itself. If a Windows application starts but
runs slowly or fails to respond to your commands, you can troubleshoot the problem with Task
Manager. You can also troubleshoot Windows software problems using the Action Center, a

Control Panel tool that helps you manage security and maintenance settings.

A. Managing Application Resources

You have already learned to use Task Manager to track the system resources (including CPU
and memory) that applications, background processes, and Windows processes consume. You
can also use this information to troubleshoot application problems. For example, suppose five
applications are open and running on your computer, including Internet Explorer, Microsoft
Excel, Microsoft PowerPoint, Microsoft Word, and File Explorer (shown as “Windows
Explorer”). As you edit and format text in Word, the changes are very slow to appear in the
document. To find the possible cause of this problem, open Task Manager, which might appear
as in Figure ##, which shows the resource usage of the running applications on the Processes

tab.

Task Manager - o IEN
File Options View Total men ory IS 96%

Processes | Performance | App history | Startup | Users | Details | Services

1% 96% 2% 0%

Status o . | bty = WoRRth using the most RAM
column A
nternet Explorer 0% 90.5 MB 0 MB/s 0 Mbps
U Microsoft Excel 0% 16.2 MB 0 MB/s 0 Mbps
Q Microsoft PowerPoint 0% 31.0M8 0MB/s 0 Mbps
@) Microsoft Word 16.6 VB 0 MB/s 0 Mbps k
Task Manager 0% 6.4 M8 0 MB/s 0 Mbps
Windows Explorer 0% 50.9 MB 0 MB/s 0 Mbps

Total memory is 96%, which is very high, indicating that the open applications are using
almost all of the available RAM. To free RAM for Word, close the application using the most
RAM, which is Internet Explorer in this case. If Word is still running slowly, close the other
applications until Word can access the RAM it needs to work more efficiently.

You also use Task Manager to close an application that does not respond to any of your
actions, including clicking the Close button (or equivalent command) to close the application.
In such a case, you can open Task Manager and then check the Status column, which might

display a status of “Not responding.” Select the unresponsive application, and then click the
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End task button to close the application. Unfortunately, with this method, you lose any work

you completed since the last time you saved the open files in the application.

2. Using Problem-Reporting Tools
Operating systems also keep track of software errors, often in logs, which are text files stored
in a system folder. When you have a serious software problem, such as an application closing
without warning, Windows display a dialog box asking if you want to send a problem report to
Microsoft. A problem report is a copy of the error data, which includes details about the
problem, such as the name and version of the application, when the error occurred, and technical
information about the state of the system at that time. If you agree to send a problem report, the
operating system submits the information to help diagnose or solve the problem. These
solutions are often provided to you in software updates or patches.

Windows also checks for solutions when an application fails to respond or closes
unexpectedly. In those situations, a dialog box might open, similar to the one in Figure ##,

indicating that Windows is checking for a solution to the problem.

Movie Maker - B “

Windows Movie Maker has stopped working
If your computer is connected

+~ o ntoarnat W dows
Windows is checking for a solution to the problem... to the Internet, Windows

checks online for a solution

Cancel

3. Removing Malware

Malware, such as viruses and spyware, can infect your computer any time you visit a Web site
or open an e-mail attachment. Because malware can download, install, and run on your
computer without your knowledge or consent, it’s often difficult to know if it is infecting your
computer.

Your best protection against malware is to use the current version of your antivirus and
antispyware software to scan e-mail messages, attachments, and other files on your computer
for viruses, worms, and other types of malware. Antivirus software locates a virus by comparing
identifying characteristics of the files on your computer to the characteristics of a list of known
viruses, which are called virus definitions. When it finds malware, antivirus software notifies

you and takes action to protect your computer from harm. Because new malware is being
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released daily, you need to keep the virus definitions up to date through the antivirus software’s
update feature. The same is true of antispyware software, though it refers to a list of known
spyware as spyware definitions.

Windows include antivirus software among its operating system tools, though you can
install antivirus software from other developers (called third-party applications) such as Norton
Antivirus and McAfee Antivirus. Windows computers come with Windows Defender. On
either type of computer, if you install a third-party antivirus application, you should disable
Windows Defender because multiple antivirus applications running simultaneously can conflict
with each other. Only one antivirus application should be running on your computer at any time.

You can use Windows Defender to scan for both viruses and spyware. (If an application
scans for both viruses and spyware, it is sometimes called an antimalware application.) You
can run a quick scan, a full-system scan, or a custom scan. A quick scan checks the locations
on your computer that viruses and spyware are most likely to infect. With a custom scan, you
select the locations you want Windows Defender to check. In the following steps, you perform

a quick scan.

Windows Security - O X

O Virus & threat protection

Protection for your device against threats.

|O 8 Current threats

jo} No current threats.
Last scan: 28/11/2022 15:13 (quick scan)
«) 0 threats found.
Scan lasted 1 minutes 43 seconds
= 54386 files scanned.
a Quick scan
N Scan options
dh Allowed threats

Protection history

®s Virus & threat protection settings

No action needed.

& Manage settings

If antivirus or antispyware software finds suspicious files when it scans your computer,
it usually places them in quarantine, which means it moves the files to another location to
segregate them from other files safely. Quarantined files cannot run, so they cannot harm your
computer. Most antivirus and antispyware software allow you to delete or restore quarantined
files. If the quarantined files are safe, your computer needs to keep the files in quarantine for a
few days. If you don’t have any computer problems since the files were quarantined, you can
remove them to free disk space. If you continue to have computer problems, research the

filenames of the quarantined files online to determine whether they are safe to restore.
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4. Using Safe Mode
If the operating system doesn’t normally start when you turn on your computer, it might restart
in Safe mode so you can resolve or troubleshoot the startup problem. A safe mode is a
troubleshooting option for operating systems that starts your computer with only basic services
and functionality. If the computer doesn’t automatically restart in Safe mode, you can start it in
Safe mode manually.
On a Windows computer, you start in Safe mode by performing the following steps:
1. Display the Charms bar, click the Settings charm, and then click Change PC settings to
display the PC settings screen.
2. Click Update and recovery in the left pane to display options for updating and
recovering the operating system, and then click the Recovery category in the left pane.
3. Inthe Advanced startup section in the right pane, click the Restart now button to display
the Choose an option screen.
4. Click the Troubleshoot button to display the Troubleshoot screen, and then click
Advanced options to display the Advanced options screen.
5. Click the Startup Settings button to display the Startup Settings screen.
6. Click the Restart button to restart the computer and display the Startup Settings screen
instead of the usual screen that appears when you start the computer.
7. Press the 4 key to select Enable Safe Mode, and then enter your password if prompted
to display the desktop in Safe mode, shown in Figure 9—13. Windows Help and Support
opens to display the Safe mode Help topic in case you need help with Safe mode.

) Windows Help and Support - o IEE
© G 3
E ~
Windows Help and
Support window is
open to the Safe
mode topic
Low resolution
screen wipe in from the reen, tap Settings, and then tap Change PC settings.
(1024 x 768) ey e e
2. Under PC settings, tap or click Update and recovery, and then tap or click Recovery.
3. Under Advanced startup, tap or click Restart now.
arts, on the Choose an option screen, tap or dick Troubleshoot.
see the Startup Settings option, tap or click Advanced options.
5. Tap or click Startup Settings.
6. Tap or click Restart
Safe Mode |abe| n thy SunupSemngss.rV—; ,Lr"r'.:”aw;: :t'v ting you wan A” bUt baSIC
appears in the o | services and
four corners of m:u ’IP such:as safe mode, start Windows in a limited state where only essentia ~Q - devices are disabled

the screen

Because Safe mode uses only the most basic settings and drivers, the screen appears in

its lowest resolution with no background image, the computer is not connected to the Internet,
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and peripheral devices such as speakers are disabled. “Safe Mode” also appears in the four
corners of the screen to indicate that Windows is in Safe mode.

Often, starting in Safe mode alone resolves a startup problem, which might be the result
of a background program not loading correctly. Try restarting the computer immediately after
starting Safe mode to see if the problem recurs.

If the problem recurs in normal mode but not in Safe mode, you can eliminate the default
settings and basic device drivers as possible causes. Next, start each application you normally
use to see if it opens in Safe mode. On a Windows computer, start Task Manager and then click
the Startup tab to display a list of software that starts and runs in the background after Windows
loads. Start as many of these programs as possible. If an application does not open in Safe mode,
reinstall it to see if that solves the problem.

If you have recently installed software on a Windows computer, the software might not
be compatible with your version of Windows or might introduce other problems that are
difficult to track. You can restore your computer to an earlier point using the System Restore
feature. This system utility helps you restore system files to an earlier state, usually one during
which the startup problem did not occur. You use System Restore to undo system changes
without affecting your data files.

If you have recently installed new hardware, the driver might be incompatible with the
operating system on your computer. Try uninstalling the hardware and restarting the computer.
If it starts normally, the new hardware was most likely the cause of the problem. Check the
device manufacturer’s Web site to make sure the device is compatible with your version of your
operating system. If it is, reinstall the device, and then use the operating system’s update tool,
such as Windows Update, to check for and install the most recent driver.

After resolving a problem in Safe mode, you must restart your computer to return to normal

operations.

1. Troubleshooting Hardware
Problems with a computer’s internal hardware affect the computer’s ability to start and run, so
they are major problems that need to be addressed as soon as you notice them. Symptoms of
internal hardware trouble include the following:

* Beeps during POST—Recall that when you start a computer, it performs the power-on
self-test (POST) to check critical system components and make sure they are running
properly. These components include the processor, RAM, and video card. Some
computers beep if these components are working normally or do not beep at all. Other

computers use flashlights on the keyboard instead of using beeps. Search the computer
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manufacturer’s Web site to learn what these codes or their absence signal. An error
during POST usually means one of the critical system components is damaged or failing
and needs to be replaced. After a POST error, the operating system might start in Safe
mode or display a message indicating you should start in Safe mode so you can
troubleshoot the problem.

* Hard drive makes unusual sounds—If you use your computer often, you are probably
aware of the normal sounds it makes as it saves files on the hard drive, which might
include whirring or spinning sounds. If a mechanical hard drive makes an unusual
sound, such as grinding, clicking, or prolonged spinning, it might have a problem that
will eventually cause it to fail. If it suddenly takes a long time to save files, your hard
drive is on the brink of failure. Back up your data (see Lesson 10 for instructions), use
a disk-checking utility to scan the drive for errors, and plan to replace the drive soon.

» Display screen is blank, garbled, or includes blank areas—These are all symptoms of
a damaged video card, which can be affected by power surges. A power surge or spike
is a boost to the electrical charge that powers the computer and can occur during
lightning storms, power outages, short circuits, and other disruptions to a computer’s
power source. Power surges can also damage hard drives and RAM. You can test for
video card failure by attaching a different monitor to your computer. If the new monitor
does not display information correctly, replace the video card.

»  Frequent software crashes, unusual messages, or deteriorating performance—If the
operating system crashes or displays messages that don’t seem to relate to your current
activities, suspect a problem with RAM. Also, suspect RAM failure if the computer
performs a task normally shortly after starting but takes much more time to perform the
same task later in the session. Use tools such as Task Manager to track how much
memory is installed on the computer. If the tool reports less RAM than was originally
installed, you need to replace a memory module.

= Computer does not start at all—If the computer does not even complete POST or fails
shortly after POST, the power supply, processor, or motherboard might need to be
replaced. Considering that the processor is the most expensive component in your
computer, you might consider replacing the entire computer in this case.

All of the troubleshooting methods you can use with software also apply to hardware, including
operating system options such as troubleshooters, Safe mode, knowledge base articles, and
online forums. In addition, on a Windows computer, you can use Device Manager to check the
status of hardware, uninstall and reinstall drivers, disable and enable the device, and scan for

hardware changes.
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5. Checking Cables and Connections
Before replacing any internal components or the computer itself, follow the troubleshooting
steps to try the easiest fixes. For example, if your computer doesn’t start or stops running
suddenly, check the power cords leading to your computer, especially if you recently moved
the computer or bumped it, which could have loosened connections. If the display screen is
blank on a desktop computer, first make sure the cable from the monitor is securely attached to
the system unit. If you are using a mobile computer, make sure the battery has enough charge
to run the computer. As you recharge the battery, check the power adapter cable and its
connection to the device to ensure it is securely connected to the device and to the power outlet.
If you decide to work with a PC specialist to repair a computer, ask the specialist to
check the internal cables and connections before replacing the components. Because system
components are connected to the internal circuitry and depend on each other for basic
operations, reseating or reconnecting a component such as the CPU, ROM, or memory module

might solve a seemingly serious problem. See Figure ##

I1I. Troubleshooting Peripheral Devices
In some ways, problems with peripheral devices are easier to troubleshoot than problems with
internal computer hardware because you can access the devices more easily. However,
peripheral devices can experience a wider range of problems than internal components, so it
can take longer to find the right solution. In general, check the following information as you
troubleshoot any peripheral device:
» Cables and connections—As with internal components, make sure peripheral devices
are properly and securely connected to your computer. The operating system might not

recognize a device if it is loosely connected to a port on the computer.

435



f.m C,"'E‘{]()C)"Sﬂ CWS

u youtube.com/moeyscambodia £#}\sala.moeys.gov.kh

Lesson 42 Computer Troubleshooting Part 4 Computer Fundamental and Maintaining

Compatibility—Determine whether the device is designed to run with the version and
operating system installed on your computer. Compatibility information is included on
the packaging of a device and on the Web site of a device manufacturer. If you are using
the most recent version of Windows and try to install a device designed only for
Windows XP and earlier, the device probably will not work correctly.

Drivers—The operating system needs a compatible driver to interact with a peripheral
device. Recall that in most cases, drivers are provided with operating systems and are
updated as necessary. If a peripheral device is not working correctly, you can try
updating the driver yourself from an optical disc provided with the device or from the
manufacturer’s Web site.

Firmware—To update firmware for a peripheral device, you typically connect the
device to your computer and then connect the computer to the Internet, if necessary.
Visit the Web site of the device manufacturer, navigate to the support page for your
device, check the model number, and then follow the instructions for updating the

firmware.
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— BE Summary ~

e Troubleshooting means taking a logical, systematic approach to identifying the
source or cause of the problem and then applying a solution so that the computer
normally works again.

e Troubleshooting typically involves the following four steps: define the problem,
identify possible causes, determine the most likely cause, and apply solutions.

e When you have any type of computer problem, you can find valuable
troubleshooting information in knowledge bases and online forums. A knowledge
base is a collection of articles, videos, and other sources containing information
about a product or topic. At an online forum, users and technical experts conduct
conversations to solve computer problems.

e Common problems with the software include not starting, not running, and causing
problems with other software. These problems can be solved by reinstalling the
software, restarting the computer, and updating the software.

e Operating systems include diagnostic tools that help you troubleshoot software
problems, including those with the operating system itself. These tools include Task

Manager or Activity Monitor, problem reports, and automated troubleshooters.
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e Operating systems keep track of software errors in logs, which are text files stored
in a system folder. When you have a serious software problem, you can send a
problem report to Apple or Microsoft. The problem report contains a copy of the
error data, including details about the problem, such as the name and version of the
application, when the error occurred, and technical information about the state of the
system at that time.

e Solutions to Windows and application problems include links to Help articles, files
to download, and steps to perform. When a solution is available, Microsoft sends a
message to the Action Center on your computer so you can access the information.

e For some software and hardware problems, operating systems offer automated
troubleshooters, which take you through a series of dialog boxes to check settings
and then change them as necessary so you can perform certain tasks.

e Your best protection against malware is using updated versions of antivirus and
antispyware software to scan your computer for malware and then remove or
quarantine it. This type of software locates malware by comparing identifying
characteristics of the files on your computer to the characteristics of known malware,
which are called virus definitions and spyware definitions.

e If antivirus or antispyware software finds suspicious files when it scans your
computer, it usually places them in quarantine, segregating the suspicious files from
the rest of your file system. Quarantined files cannot run, so they cannot harm your
computer.

e Safe mode is a troubleshooting option for operating systems that starts your
computer with only basic services and functionality. If the operating system doesn’t
normally start when you turn on or restart your computer, it might start in Safe mode
automatically. You can also start in Safe mode manually to resolve or troubleshoot
the startup problem.

e Problems with a computer’s internal hardware affect the computer’s ability to start
and run, so they are major problems that need to be addressed as soon as you notice
them. Symptoms of internal hardware trouble include beeps and flashing lights
during POST, unusual sounds from the hard drive, blank areas on the display screen,

frequent crashes, and failure to start.

_ Y
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For hardware problems involving smartphones and tablets, check the manufacturer’s

Web site for firmware updates, which are often issued to fix bugs. The firmware in

peripheral devices might also need to be updated to resolve compatibility errors.

To troubleshoot problems with peripheral devices, start by checking cables and
connections to make sure the device is properly and securely connected to your

computer. Determine whether the driver is compatible with your operating system

and that you have the most recent driver installed.

—

>

g = o

.".' Questions

Describe the four steps typically included in the troubleshooting process.

If an operating system does not start or starts and then freezes, what are the
possible solutions?

What is the downside of using Task Manager to close an unresponsive application?
What is the easiest way to solve the problem of an unsuccessful software update?
What should you do if you suspect the updating tool itself is damaged?

How does Windows handle incompatible applications?

How does antivirus software identify potential viruses?

What is Safe mode, and when should you use it?

What should you do if the hard drive makes an unusual grinding sound and
suddenly takes a long time to save files?

Why should you ask a PC specialist to check internal cables and connections

before replacing components

4
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Introduction:

In this lesson, you learn about backing up and restoring files. You examine the
types of backups and explore your options for how to create and where to store
backups. You investigate two methods for backing up files, and learn the
importance of following a backup plan. Besides using backups to protect data, you
also learn about ways to protect computer hardware.
after completion of this lesson, you should be able to:

v Understand types of backups.

v Select a backup method.

v Determine a schedule for backing up data.

v" Backup and restore files and folders.

v" Protect a computer from theft and physical damage.
In this lesson you will learn:

I.  Backing Up and restoring file
II.  Pretecting hardware



Lesson 43 Data and Hardware Protection Part 4 Computer Fundamental and Maintaining

Lesson 43 Data and Hardware Protection

I. Backing Up and Restoring Files

If you have inadvertently deleted a file or folder, overwritten a version of a file you meant to
save, or lost data after a hard drive crashed or a virus-corrupted file, you know how important
it is to back up your computer files. A backup is a duplicate copy of a file that you use if the
original file is lost, damaged, or destroyed. (When written as two words, backup means to create
a copy of a file.) To use a backup copy of a file, you first need to restore it, which means
copying the file to its original location on your computer.

Before you back up files, you need to make two major decisions: the type of backup to create
and which backup method to use. Depending on which backup method you choose, you might
also need to determine where to create and store the backup and how often to back it up. Each

of these decisions is discussed in the following sections.

1. Understanding Types of Backups
The four most common types of backups for individual computer users are full system backups,
differential backups, incremental backups, and selective backups. As shown in Figure ##, a
full system backup (also called a system image or a disk mirror) is an exact duplication of the
hard drive, including data files, system files and settings, application files, and the operating
system. If your hard drive is destroyed, you could remove it, install a new hard drive, and then
restore your files from the full system backup to have the same setup on the new hard drive as
you had when you created the backup.
Operating system

Full system backup

Data files

System files and
application files

External hard drive Computer
As you add and modify files on the hard drive, you also need to back them up. Instead
of creating another full system backup to include those files, you can perform a differential
backup or an incremental backup. A differential backup contains copies of the files that have

changed since the last full system backup. An incremental backup contains copies of the files

440



ol.me/m()eysncws

u youtube.com/moeyscambodia £#}\sala.moeys.gov.kh

Lesson 43 Data and Hardware Protection Part 4 Computer Fundamental and Maintaining

that have changed since the last full system backup or the last incremental backup. See Figure

#.

Differential backup

Full system backup Changes from Changes from Changes from
Backup 1 Backup 1 Backup 1
Incremental backup
Backup 1
_ Backup 2 Backup 3 Backup 4
Full system backup Changes from Changes from Changes from
Backup 1 Backup 2 Backup 3

When you perform a selective backup (also called a partial backup), you select the
folders and files you want to back up. Typically, these include the folders containing the
documents, pictures, financial records, and other data files you have created or saved. You can
also back up data that would be difficult or time-consuming to restore, such as contact records,
which might be stored in an e-mail application, and browser favorites or bookmarks. Figure ##

shows a selective backup.

N Backup of selected
> 4 data files

R,

You can perform incremental backups to keep a selective backup current. For example,

if you create a selective backup of your Documents folder on Monday, you can perform an
incremental backup on Tuesday to include any new or modified files from the Documents folder
in the backup.

Each of the backup types has advantages and disadvantages, which are summarized in Table

#H.
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BACKUP TYPE ADVANTAGES DISADVANTAGES

Full system m Creates a complete backup you can m  (Can take a long time to back up a
use to restore a computer complete system
B Fach backup requires a lot of
storage space

Differential m Can restore a computer with a m  Takes longer than an incremental
full system backup and the latest backup
differential backup m  Requires more storage space than an
m  Requires less storage space than incremental backup
multiple full system backups
Incremental B Takes less time than a differential B Requires multiple steps to restore a
backup computer; you first must restore the
m  Requires less storage space than full full system backup and then restore
system and differential backups each incremental backup in order
Selective B Can back up and restore files and B Depending on the data selected for
folders quickly backup, you might not be able to
m Backs up only data files, not software, restore a full system

which you can reinstall

As Table ## indicates, incremental backups require careful organization so you can use
them to restore a computer. Creating a full system backup and updating it with incremental
backups means you need the full system backup and all the incremental backups to restore a
computer. In addition, you must restore the incremental backups in the same order they were
created, so you need to identify the incremental backups correctly to keep track of their
sequence. If you create only one full system backup and update it indefinitely with incremental
backups, restoring could take a very long time. To make it easier to restore a computer, you can
create full system backups periodically, such as every Friday evening, and then per- form
incremental backups from Saturday to Thursday. To restore the computer, you would need the
most recent full system backup and only six incremental backups.

For Windows computers, the terms “system recovery disk,” “system repair disk,” and
“system image” are often confused. You use a system recovery disk to restore the computer to
its factory settings, the state it was in when you purchased it.

A system image produces a similar result, except that you can use it to restore the
computer to the state it was in when you created the system image. If the computer doesn’t
start, you can use a system repair disk to load the essential files Windows needs to start, and
then use the system recovery disk or the system image to restore your computer.

2. Selecting a Backup Method
To create a backup, you can use software installed on your computer, or you can use an online
backup service provider. Most experienced computer users employ a combination of these

methods to make sure they have backups that can reliably restore their files.
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Using Backup Software

To create any type of backup, you can use backup software, which is a set of system utilities

for creating and updating backups and for restoring files from a backup. Operating systems,

third-party software developers, and manufacturers of backup media such as external hard

drives provide backup software. Backup software compresses all the files selected for a backup

into a single large file; along with the compressed files, backup software stores an index of file

details, including their original locations, to restore the files when necessary.

Windows 11 provides the following backup and restore software:

File History—Makes incremental backups of files that have changed in specified
folders. Instead of writing over versions of the same file, File History keeps copies of
each saved version of a file, so if you need a chart you painstakingly created in a
document two hours ago but accidentally deleted the last time you saved and closed the
document, you can restore the earlier version of the document containing the chart. File
History does not create full system backups.

System Image Backup—Creates a full system backup.

Recovery—Restores files from a system image backup.

When you select a location for backups, be sure to select one other than your hard drive so you

can access the backup files in case of a hard drive failure or other major computer problems.

You typically can choose one of the following locations for creating backup files:

External hard drive—Because of its portability, capacity, and ease of use, an external
hard drive is where most experienced computer users create backups. Small external
hard drives have a few hundred gigabytes of storage capacity, making them suitable for
selective backups. In contrast, larger external hard drives with at least 1 TB of storage
space are ideal for maintaining full system backups.

USB flash drive—If you are creating a selective backup of a limited amount of data,
you can use a USB flash drive, which is inexpensive and convenient for backing up
documents and other personal files. However, a single USB flash drive does not have
enough capacity to store a full system backup and its updates.

Optical disc—Y ou can use recordable CDs, DVDs, and Blu-ray discs as backup media.
Selecting a type of disc that can be read many times but recorded only once is an
advantage because it does not allow the data to be changed after it is backed up.
However, that means you need a new optical disc for each backup you create. If you
want to back up more data than a single optical disc can hold, as you would for a full
system backup, most backup software can extend the backup across multiple optical

discs. The disadvantage of optical discs is that they are slow to save and access data, so
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backing up and restoring large files from optical discs takes longer than using an
external hard drive.

= Network folder—If your computer is on a network, you can create backups to a network
folder. You need to have permission to save files in the folder and set sharing options
so that unauthorized users cannot access the backup. The network administrator also
needs to provide enough storage space for the backups, which might not be practical for
large full-system backups.

After creating backups using media attached to your computer—one of the first three
options—you can store the medium close to the computer, which is considered a local backup,
or takes it to an off-site location for safekeeping. Creating and storing a backup on a network
folder is also considered a local backup if you are using a local area network, which is a network
that links computers within a building or group of adjacent buildings.

In addition to setting schedules and selecting locations, backup software usually allows you to
select the following options:

*  Backup type—You can choose whether to perform a full system, differential, or
incremental backup. To create a selective backup, you can select the folders and files to
store in a new backup file.

=  Encryption—Encryption is a security method that encodes data so that only authorized
people can access it. Some backup software can encrypt the files in a backup and then
decrypt or reverse the encryption when it restores the files.

*  Media spanning—If the backup file grows very large, this feature allows you to use
more than one drive to store the backup file. The backup software keeps track of the
files stored on each drive and requests the correct drive when you restore selected
folders and files.

= Verification—After backing up the files, backup software compares every file in the
backup location to the corresponding file on your hard drive to make sure it did not skip
a file. In addition, you should restore a file or two after creating a full system backup to
make sure the restore process works correctly.

3. Synchronizing Files

You can use software and online services to syrchronize your files stored in the cloud with the
version of those files stored on your computer’s hard drive by comparing files on the two drives
and then updating files as necessary, so the drives contain the same versions of the files. Some
cloud storage services, such as Google Drive, synchronize more than one computer with the
files you store in a cloud folder. For example, suppose you work on a project on your home

computer and then save the project files in your cloud folder. You use a school computer to
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download the files and continue working on the project, and then save the updated project files
in your cloud folder. Now the files in the cloud folder contain more recent data than the files
on your home computer. When you arrive home and connect to the Internet, the cloud storage
service provider synchronizes the files so that you have the most recent versions on your home
computer.

Although synchronizing is a convenient way to keep copies of files in various locations up
to date, it is not the same as backing up files and is not recommended as an alternative to
creating backups. You can perform both actions—synchronizing and backing up on the same
files, though you do so for different reasons. If you want to use files in two locations, such as a
laptop and a handheld device, you synchronize the files. For example, you synchronize the
music files on a laptop and portable music player so you can listen to the same music on either
device. On the other hand, you back up files when you want to store a copy of the files as a
safeguard in case something goes wrong. You usually access the backup files only if you need
to restore them to their original location.

I1. Protecting Hardware

Backups are the best protection for digital data, and software tools such as antivirus software
are designed to protect your operating system and other files. You also need to consider
protecting your hardware—the computer and its peripherals—from theft and physical harm.
Protecting computer data, software, and hardware is part of your responsibility as a computer
owner.

1. Protecting Against Environmental Damage

Computers and peripheral devices can be harmed by environmental hazards, including
temperature extremes, humidity, electrical fields, and power fluctuations. Apply the following
guidelines to protect your computer against environmental hazards in the places where you use
the computer:

»  Temperature—Computer components work best in a temperature range of 68 to 75
degrees (F). If the temperature in a room exceeds 85 degrees, internal computer
components can overheat, which can make a computer unstable. Set the heating and
cooling system to maintain a temperature in the optimal range for computers.

*  Humidity—High humidity can damage internal computer components. If water vapor
penetrates a system unit, it can collect and eventually cause a short circuit, which could
destroy electronic components. Extreme dryness can also cause problems, especially
those related to static electricity. A static charge to an open system unit can zap an entire

motherboard. Take precautions to keep the humidity between 30 and 50 percent.
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=  Water and other liquids—Water or other liquids in the system unit or any other
hardware receiving power can cause a short circuit, which is why you should not keep
beverages near your computer. Suppose a computer is turned off and water seeps into
the system, such as during a flood. In that case, you have a good chance of salvaging
the computer by taking it to a repair professional who can open the case and dry
everything before restoring power.

=  Physical damage—Current mobile computers are designed to withstand shock from
moderate drops and bumps. (A desktop computer has less shock-absorbing material.)
The most likely component to be affected by physical jarring is the hard drive, and
recovering a hard drive is time-consuming, even if you have a full system backup—
transport mobile computers with care, such as in padded cases.

»  Power fluctuations—Lesson 9 described the hazards of power surges and failures. To
protect against fluctuations in power, you can plug a computer into a surge protector
(also called a surge suppressor) when the computer is running on power from a wall
outlet. A surge suppressor traps short, fast bursts of power before they can harm a
computer. To protect against loss of power to a desktop computer or a recharging mobile
computer, you can use an uninterruptible power supply (UPS), which contains a battery
that provides power if the normal current is interrupted. As with a surge protector, you
plug a computer’s power cord or a power adapter cord into the UPS and plug the UPS

into a power outlet. Figure ## shows a surge protector and a UPS.

Surge protector

2. Protecting Against Theft
Because computer equipment and the data stored on it are valuable, they are vulnerable to theft.

Basic precautions such as locking doors, especially in rooms containing computers, can be a
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deterrent. You can also use a cable lock to secure a mobile computer to a desk or table, as shown
in Figure ##, or attach an alarm that sounds when a computer or drive is unplugged.

Installing tracking software increases the chances of recovering a stolen computer. You can
trigger the tracking software remotely, so it sends its location and identifying information to
another specified computer. For example, Apple provides tracking software for its mobile
computers; the one for the iPhone is called Find My iPhone. If the iPhone is turned on and
connected to the Internet, you can use another computer to track the location of the iPhone using
GPS technology. If you’ve lost your iPhone, you can use Find My iPhone to beep and display
a phone number where you can be reached along with a message such as “This iPhone has been
lost. Please call me.” Find My iPhone also locks the device so no one can access your data.
Other features to look for in computer tracking software include the following:

*  Alarm—An alarm feature repeatedly plays an urgent sound to help locate a device or
alert others that an unauthorized person has your device.

* Data removal—Besides locking the device, this feature lets you erase your data
remotely. This option is the most useful if you have backed up your data first.

»  Unauthorized user notification—If your computer includes a camera, this feature lets
you set the camera to take a photo of anyone who enters an incorrect password three
times. You can also have the computer send you an e-mail message displaying the photo
and location of the unauthorized user.

* Battery control—After using GPS to find a lost mobile device, you can use the battery

control feature to turn off GPS to conserve battery power.
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s BE Summary a

e A backup is a duplicate copy of a file that you use if the original file is lost, damaged,
or destroyed. To use a backup copy of a file, you first need to restore it, which means
copying the file to its original location on your computer.

e The four most common types of backups for individual computer users are full
system backups, differential backups, incremental backups, and selective backups.
Each of these types has advantages and disadvantages.

e A full system backup (also called a system image or a disk mirror) is an exact
duplication of the hard drive, including data files, system files and settings,
application files, and the operating system.

e A differential backup contains copies of the files that have changed since the last
full system backup. In contrast, an incremental backup contains copies of the files
that have changed since the last full system backup or the last incremental backup.

e When you perform a selective backup, you select the folders and files you want to
back up.

e To create a backup, you can use backup software installed on your computer.

e Backup software is a set of system utilities for creating and updating backups and
restoring files from a backup. Operating systems, third-party software developers,
and manufacturers of backup media provide backup software. Backup software
compresses all the files selected for a backup into a single large file, and stores an
index of file details, including their original locations, to restore the files.

e After installing backup software, you set a schedule and select a location for the
backups. The backup software follows the schedule to create backups in the
background. Backup locations typically include an external hard drive, USB flash
drive, optical disc, or network folder.

e Backup software features include backup type options, encryption, media spanning,
and data verification.

e An online backup service automatically creates backups on a secure server. When
you create a backup on a server, you are creating an online backup or a remote

backup.

_ Y,
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You can use software and online services to synchronize your files stored in the
cloud with the version of those files stored on your computer’s hard drive by
comparing files on the two drives and then updating files as necessary, so the drives
contain the same versions of the files. Synchronizing is not the same as backing up
files and is not recommended as an alternative to creating backups.

Environmental hazards, including temperature extremes, humidity, electrical fields,
and power fluctuations, can harm computers and peripheral devices. It would be best
if you took precautions to prevent damage from these environmental factors.

To protect computer hardware from theft, you can use locks, alarms, and computer

tracking software.

N @ o N

.'.' Questions

What two major decisions do you need to make before creating backups?
What is the difference between a full system backup and a selective backup?
What is a backup plan?

What is the difference between a differential and incremental backup?

How can extremes in humidity harm a computer?

What is the purpose of computer tracking software? How does it work?

449




This book has been developed with the cooperation
of the Cambodia Ministry of Education, Youth and

Sport (MoEYS) under the Project of ICT Capacity
Building of Lower Secondary Education in Cambodia
supported by KOICA.




	Digital literacy
	C_Preface_Committee_General_Preface_Back_Cover
	DIgital Literacy Foundation_Final
	Preface fo Digital Literacy Foundation
	TOC
	Lesson 1 Using Computer in Basic
	Lesson 2 Intro to OpenOffice.org Khmer
	Lesson 3 Introduction to Writer
	Lesson 4 Khmer Unicode
	Lesson 5 Text and Paragraph Formatting
	Lesson 6 Table
	Lesson 7 Picture
	Lesson 8 Page layout and Printing
	Lesson 9 intro to calc and Basic Operator
	Lesson 10 Formatting Row, Column, Text and Formula
	Lesson 11 sheet and cell formats
	Lesson 12 Basic Fuction and cell address
	Lesson 13 Fuction
	Lesson 14 funtion and row, column absolute
	Lesson 15 Data management and Prinring
	Lesson 16 Introduction to Impress
	Lesson 17 drawing Object and Animation
	Lesson 18 Create slides with tables and slide transitions
	Lesson 19 Introduction to Internet
	Lesson 20 Using Email
	Lesson 21 Cloud Technology
	Lesson 22 Storing data in Google Drive
	Lesson 23 Google workspace for Administration
	Lesson 24 Survey tools Online
	Lesson 25 Medai and Information literacy
	Lesson 26 Media
	Lesson 27 News and Information
	Lesson 28 Digital Literacy
	Lesson 29 Personal ethics and responsibility in media
	Lesson 30 Writing a news article
	Lesson 31 Photography
	Lesson 32 Audio
	Lesson 33 Video
	Lesson 34 Professional Communications Via Email
	Lesson 35 Internet, social media safety and privacy
	Lesson 36 Copyright, licenses and piracy
	Lesson 37 Introduction to Computer
	Lesson 38 Computer Hardware
	Lesson 39 Software and Operating system
	Lesson 40 Software Management
	Lesson 41 Software Usage
	Lesson 42 Computer Troubleshooting
	Lesson 43 Data and Hardware Protection

	Digital literacy



