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Microsoft Word

Microsoft Word is a widely used word processing software
designed by Microsoft. Word is a component of the Microsoft
Office Suite, but can be used as a stand-alone product. It was
launched in 1983 and has since set the standard for other word
processing software. Word works with Windows and Macintosh
operating systems.

Pages

Pages is a word processing software that was developed by Apple,
Inc. Itis part of the iWork productivity suite and runs on Apple's OS
X and iOS operating systems. The first version of Pages was
released in 2005, and the most recent version is offered for free to
anyone with an iOS device.

Google Docs

Google Docs is a free web-based word processing application in
which documents can be created, edited, and stored online. Files
can be accessed from any computer with an Internet connection
and a web browser. Google Docs was released to the public in
2007 and is integrated with Google Drive.
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Other benefits of learning to touch-type include:

1

You will type essays and reports more quickly.

Your work will always look neat.

You will be better at using other software, such as
Microsoft Word, Google Docs, and PowerPoint.

Employers will want to hire you.

You will be able to focus on writing rather than typing.

You will save time doing your homework.

Your reading, spelling, punctuation, and proofreading
skills will improve.

You will be able to concentrate better.
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Hardware Components

Examples of hardware include the computer and its monitor, mouse,
speakers, and printer. These and other hardware can be categorized as
follows

1 Processing
The computer components that manipulate data and turn it into
information are referred to as processing devices. Examples: CPU
(central processing unit), motherboard, and memory.

2 Input
All computer hardware components that are instrumental in
feeding data to a computer system are categorized as input
devices. Examples: keyboards, mouse, touchpad, microphone,
webcam, and scanner.

3, Output
Hardware components that deliver and display data and
information are referred to as output. Examples: monitor, speaker,
headphones, and printer.

4 Storage
The parts of the computer that are used to store data in any form
are classified as storage devices. Examples: RAM (random access
memory), hard drives, USB sticks, and the cloud.
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Technology in the Workplace -
Background

Just as there is professional etiquette in real life, there is also etiquette
when using digital devices. Netiquette is the etiquette governing
communication on the Internet, while digital citizenship means that you
recognize and apply netiquette when using technology to communicate.
Using netiquette, or appropriate online behavior, helps you become an
ethically responsible digital citizen. When you enter the workplace
environment, you will be expected to be fully aware of the ins and outs of
netiquette.
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Ethics and Values

Examples of being ethically responsible online include using appropriate
language when sending emails and texts; reporting illegal or threatening
situations that occur in your online communities; and avoiding
plagiarism, or stealing other people’s words and claiming them as your
own. In other words, you should still hold the same values online that
you hold in real life, Just as you would not steal from a store, you
shouldn't steal text or media such as songs or movies from the Internet.
Familiarizing yourself with fair use and copyright laws may help you
understand what can and can't be shared online. When you use someone
else’s words in a paper or presentation, you must always attribute that
information to the correct person. As an Internet user, you are a member
of a worldwide community; understanding cyber ethics will help you
navigate that community safely and respectfully.
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Privacy

One of the downsides of the Internet is the huge potential for privacy
invasion. With just a few clicks, you might offer personal information
about yourself that could compromise your privacy and even make you
vulnerable to identity theft. While social networking sites such as
Facebook might offer great ways to connect with friends, they might also
tempt you into posting aspects of your life that should remain private.
What you post online might even harm your ability to get a job, since
many employers review applicants’ social media accounts. It can even
hurt your current job if you reveal confidential information or vent work-
related frustration in a place where your co-workers can see. It's
important to remember that the Internet is permanent—even if you delete
an image or post, someone may have already taken a screenshot.
Additionally, posting too many details about yourself, such as your phone
number or where you are, can pose safety risks.

Help to maintain your privacy by being mindful of what you post and
using high privacy settings to control who can view your information. You
should only accept friend requests from people you know in the real
world. Similarly, never share your home address, phone number, Social
Security number, or other personal information with anyone online.
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Computers in the Workplace

Once you begin working, you may notice that your company has rules
regarding personal use of the Internet. In recent years, many employers
have been observing a decline in employee productivity, which has been
attributed to factors such as social media, online shopping, and other
distractions. To improve productivity, employers may restrict access to
certain websites or prohibit personal usage of workplace computers
altogether. Often, companies have policies regarding computer and
network misuse, unauthorized access into company databases, software
piracy, and so on. These rules help to protect the company as well as
customers’ and employees' private information.
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Word Processing Software

Word processing software is one of the most common types of software
you will use. It is used to create, edit, share, and print documents from a
computer or similar device. Whether it's a resume, MLA style report, or
business letter, word processing software has become a necessary
document creation tool. Word processing software is used by businesses
across all industries throughout the world. While there are many different
word processing software applications available, they all give users the
ability to perform the same basic tasks. Word processing is essentially
adding to and editing a document’s content, with editing a document
being the standard function word processing offers. Editing a word
processing file simply means making changes to the text, graphics, or
objects contained in the file. The three most popular word processing
software applications are Microsoft Word, Pages, and Google Docs.




