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Keyboard 
An input device with keys that have letters, numbers, or symbols which are used to enter 
information into a computer. 

Monitor A display screen designed as an output device for a computer. 

Computer 
An electronic machine that can perform calculations and can process a large amount of information 
accurately and much more rapidly than the human brain. 

Printer A mechanical output device that can print text and graphics on paper. 

Cursor 
A blinking line – sometimes highlighted – or other mark that shows where information is being input; 
that is, where the next letter or character will appear. Sometimes the cursor is a special picture or 
icon. 

Desktop The main screen in Windows where you can put icons and shortcuts. 

Menu 
The location in a program where special commands, functions, or features can be accessed.  For 
example, there is the start menu on the desktop, and the file menu in a word processing program. 

Undo 
Removing the last change made to a file or document.  Many programs only allow a user to undo the 
very last change performed; however, Microsoft Office products allow the user to undo all changes. 

Save To store a file (on the hard drive, flash drive, or network server) for future use. 

Click 
The process of pressing the mouse button one time on an item.  Single clicking is most often used on 
buttons, hypertext on the Internet, and in game-like programs. 

Double-click 
The process of clicking the mouse button two times in rapid succession without moving the body of 
the mouse.  Double-clicking is usually used to launch a program or open a file. 

Password A safeguard for access to a computer or program 

Username 
The unique name provided to each user who has an account on the network.  Sometimes referred to 
as a login name. A student’s username for logging on to the server is their Student ID number.  

Logon Connecting with a computer network system, usually requiring the use of a username and password. 

Logoff Exiting programs and disconnecting from the computer network system. 

Home Directory 
The location on the server where individual users can save their work.  This directory is named the 
same as the username of the individual who logged on to the computer. 

Icon A small image on the desktop that represents a program, file, or document. 

Shortcut An icon that points to a program on the computer.  

Acceptable Use 
Policy 

A document all teachers and students sign each year that outlines the conduct expected of all users 
of the computers and networks at FISD.  Failure to follow the Acceptable use guidelines can result in 
computer privileges being revoked.  

Hardware 
The physical equipment of a computer, such as the screen/monitor, the keyboard, the central 
processing unit (CPU), and the storage devices. 

Software 
Program material for computers; instructions to the CPU to tell it what to do with the data it 
receives. Software programs are usually stored on disks until needed. Sometimes a disk, with its 
program, is called software.  

Click-n-drag 

A four-step mouse process that moves an object across the screen and “drops” it into a new 
location.  The mouse is placed over the item to be moved and then the left mouse button is pressed 
and held.  The mouse, with the button held, is then moved over or onto the area into which the item 
is to be placed.  Finally, the mouse button is released and the item is moved to a new location.  This 
works with files, icons, highlighted text, etc.Kin 

 


