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	Date 
	Term 
	Definition

	
	QWERTY keyboard
	The most common keyboard. It has four rows of alpha/ numeric keys.

	
	Home row
	The middle row of alpha keys is the home row.

	
	Ergonomics
	The study of workers’ interactions with their working environment.

	
	Repetitive strain injuries (RSIs) / Musculo-skeletal injuries (MSIs)
	The most common category of ergonomic-related injuries. MSI occurs when a person performs the same task over and over, damaging nerves, muscles, tendons, or other body tissues. 

	
	Carpal tunnel syndrome
	The most common MSI in North America.

	
	Word processing
	Programs allow users to format text and insert graphics and objects created in other programs to create professionally formatted document. Many programs allow the integration of spreadsheets and databases with word processors. Later in this chapter, you will explore features and functions common to most word processing software.

	
	Spreadsheet programs
	Allow users to work with numeric information to perform calculations and to create graphic representations of data.

	
	Database 
	Programs are used to keep track of information about customers, products, and employees, to name only a few examples.

	
	Desktop publishing 
	Programs are somewhat similar to some word processing programs. However, desktop publishing programs allow users to combine and manipulate text and graphics more easily to create such items as concert programs, flyers, and brochures. 

	
	Electronic presentation 
	Programs allow users to present information using all elements of multimedia, that is, text, graphics, video, audio, and Internet. Hyperlinks. 

	
	Integrated software package
	A software programs that combines some or all the programs listed above. The programs included are fully integrated, allowing users to easily insert files or objects from one program into another. 

	
	Taskbar
	The taskbar at the bottom or along the side of the screen indicates which programs are currently running. The item on the taskbar that is highlighted is the one you’re currently using. The Mac O/S does not have a taskbar. 

	
	Title bar
	The title bar at the very top of the active window displays the name of the file you have open on the screen.

	
	Menu bar
	In Windows, the menu bar is immediately below the title bar. On a Mac computer, the menus bar always remains at the top of the screen. Each item on the menu bar has a pull-down menu.

	
	Menu
	Each menu is activated when the user clicks on the menu item. This action usually results in the display of a dialog box that contains a number of functions for user to choose from to perform various tasks.

	
	Toolbar 
	The toolbar contains a series of icons that activates the most frequently used features of software programs.

	
	Property Bar
	Property bat changes depending on the tasks you are currently performing.

	
	Default settings
	The icons that appear on the toolbars when you first install the program are the default settings, or pre-programmed setting, chosen because they are the most frequently accessed functions. 

	
	Dialog Box
	Contains a number of functions for user to choose from to perform various tasks.

	
	Rich Text Format
	A special file format known as Rich Text Format can easily share their word processing files with other users.

	
	Program Files
	Software applications. Most software application program files must be installed on the hard drive before they can be used. Some can be run directly from a disk or compact disc.

	
	Data files/ Documents
	Files that can be opened or created in an application program. 

	
	PDF
	Short for Portable Document Format. This popular document format was developed by the Adobe Systems. When an individual or an organization wishes to distribute an electronic document and be sure its format will remain as it was originally designed, it is best to convert the document into a PDF file. This type of document can be easily viewed on any computer that has the Adobe Acrobat Reader software installed. Adobe Acrobat is now considered a standard application on most computer systems.

	
	Extension
	The extension is the last few characters after the period. 

	
	Defragmenting
	Defragmenting rearranges all the files saved on your hard drive in a tightly packed away, eliminating gaps and putting fragments., or pieces, of files closer to other similar fragments. Tightly packing your files in this way makes it easier to access fragments when you need them.

	
	Path
	A path is a set of folders you have to follow to find a document. It is similar to a road map. A path begins with the name of the drive in which the file is contained.

	
	Hard Copy
	The copy of a computer file that has been printed.

	
	
	

	
	
	


