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Introduction

Welcome to Computing Fundamentals Digital Literacy Edition! This book is designed to pre-
pare you for success in a modern world full of computers—not only the traditional computers 
such as desktop and notebook PCs, but also computers that you interact with in other places too, 
like your bank’s ATM or your employer’s computerized cash register. In this book, you will learn 
about the technologies that drive our computerized society, including the Internet and local area 
networks (LANs).

What You Will Learn
This book will help you become a digitally literate person—that is, someone who understands how 
computer technology fits into our modern society and knows how to navigate a variety of comput-
ing environments. The topics covered include the following:

◾ Operating systems: You’ll compare major operating systems and learn what types of 
devices each operating system is designed to run on. You’ll learn how to navigate in 
Windows 7 too, including how to run applications and manage files.

◾ Computer hardware and concepts: You’ll learn about the physical parts of computers, 
including input, processing, output, and storage.

◾ Computer software and concepts: You will find out about the main types of application 
software and what each type is useful for. You’ll learn how to choose, install, update, 
use, and remove applications in Windows 7.

◾ Browsers: You will learn how to use a web browser to find information on the Internet.

◾ Networking concepts: You will find out how computer networks work, including the 
hardware and software required for them.

◾ Digital communication: You will learn how to communicate online in a variety of ways, 
including email, instant messaging, video chat, and web conferencing.

◾ Digital citizenship: You will learn the etiquette standards and customs of the online 
world, and the legal and ethical issues involved in worldwide online computing.

◾ Safe computing: You’ll find out what the dangers are in using the Internet and other 
networks and learn methods of protecting your privacy and safeguarding your computer 
and its data.
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◾ Definitions: Key terms appear in color in the text, and their definitions appear in the margin 
for easy lookup. The key terms are also compiled into a glossary in the back of the book.

◾ Notes, Tips, and 
Cautions: These 
special-purpose 
notes appear in the 
text whenever there 
is extra information 
you should know.

◾ Learning Objectives: Each chapter 
starts out with a list of learning 
objectives, giving you a practical 
look at what you will learn.

Chapter Features
Each chapter provides many different ways of helping you learn, not only in the printed book, but also 
in the online resource supplements. Here is a quick summary of the aids you will find in this book:

◾ Careers in IT: In these 
features, you will learn 
about some careers that 
relate to the topics you 
are studying.



3Introduction

◾ Put It to Work: These features explain practical uses for the topics you are learning about, 
and in some cases suggest activities you can try to put the information to immediate use.

◾ Privacy and 
Security: These 
features spotlight 
information that 
may be useful in 
keeping you safe 
from privacy and 
security violations, 
such as security 
features in an appli-
cation or a type of 
hardware or soft-
ware that enhances 
security.

◾ Troubleshooting: 
These features provide 
information about solv-
ing common problems 
with the technology 
you are learning about.
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◾ Step by Step: 
Where it is use-
ful to have exact 
step-by-step 
instructions for 
performing a task, 
a special Step by 
Step box appears 
listing the steps to 
follow.

◾ Quick Review: At the end of each major section of a chapter are several review questions 
that you can use to test your understanding of the material. If you can’t easily answer these 
questions, you should re-read the section.

◾ New Technology: 
In these features, 
you will learn about 
up-and-coming tools 
and technologies to 
watch for in the next 
few years, or recently 
developed innovations 
that are improving 
people’s lives right 
now.
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◾ Summary: A section-by- 
section summary briefly 
reviews the main points of 
the chapter, with the key 
terms you should know 
highlighted.

End-of-Chapter Features
At the end of each chapter, you will find special features that will help you review the key points of 
the chapter and to test and demonstrate your learning.

◾ Key Terms: A list of 
the vocabulary words 
from the chapter 
appears, so you can 
make sure you know 
each one. If a word 
on this list doesn’t 
sound familiar, page 
back through the 
chapter to review its 
definition.
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◾ Matching: An exer-
cise in which you 
match terms to their 
meanings.

◾ Test Yourself: A variety of exercises help you demonstrate your knowledge, including:

◾ Fact Check: A short  
multiple-choice quiz.
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◾ Explore More: These activity 
suggestions provide ideas for 
going further with several of 
the topics you learned about in 
the chapter.

◾ Sum It Up: A variety of open-
ended questions that guide 
you to put your newly acquired 
knowledge into your own 
words.

◾ Think It Over: These philo-
sophical and practical discussion 
questions can be springboards 
to personal writing assignments 
or used as in-class or small 
group discussion starters.

Online Features
You can enhance your understanding of the material by exploring the book’s companion website 
at www.wiley.com/go/computingfundamentalsdigitallit. On the website, you’ll find 
additional Fact Check questions and answers for each chapter.

http://www.wiley.com/go/computingfundamentalsdigitallit
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