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Teacher’s Notes

How to use your Instructor’s Manual 
The New Perspectives Series has provided you with a detailed Instructor’s Manual for each chapter in your New Perspectives on Computer Concepts Eighth Edition, Comprehensive book.  Within each Instructor’s Manual, you will find the following:

Instructor’s Notes

Chapter Approach  The Chapter Approach introduces the overall goals of the chapter.  This section also includes a brief overview of each Section within the chapter, the TechTalk, Issue, Computers in Context sections, and lists which New Perspectives Course Labs apply to the chapter and when a Student Edition Lab applies to the chapter.

Chapter Notes
The Chapter Notes provide suggestions for preparation before teaching each chapter; including what hardware and software to have on-hand while teaching the chapter.

Quick Quizzes  Quick Quizzes are provided throughout each chapter’s Instructor’s Manual.  Each quiz includes 3 questions: one Completion, one True/False, and one Multiple Choice.  The answers are provided below each quiz.  Use the Quick Quiz for review while teaching a chapter, as a pop-quiz, or as an assignment.

Classroom Activities  Classroom Activities are provided thought each chapter’s Instructor’s Manual.  They are provided as suggestions for activities or discussions to start with your class while teaching a specific topic.

Labs  The Instructor’s Manual will alert you whenever a New Perspectives Course Lab is provided for a chapter.  This information is also provided on the Contents page of each chapter.  You can find the New Perspectives Course Labs on your Instructor’s Resources CD.

The Instructor’s Manual will also alert you whenever a Student Edition Lab is applicable to the chapter.  Student Edition Lab Assignments, available on the New Perspectives NP8 Web site, require students to apply the skills learned through the lab in a live environment.  Go, or send students to the New Perspectives NP8 Web site for detailed instruction on individual Student Edition Labs Assignments.

TechTalk
Issue
Computers in Context
The TechTalk, Issue, and Computers in Context sections give you a brief overview, as well as suggestions for questions and teaching on these three sections in your book.

Discussion Questions  You will find Discussion Questions at the end of each chapter’s Instructor’s Manual.  Use the Discussion Questions when you have completed the chapter as a class discussion topic, or assign to students as a review.

Key Terms  A list of the chapter’s key terms are provided in alphabetical order, with the definition.
Chapter Approach

This chapter provides a simple overview of computers and software for students who are absolute beginners. Depending on the level of your students, you may choose to skip this chapter entirely, or assign it only to those students whom you feel would benefit from an introduction to the technology. You might consider assigning this chapter as independent study, if you have very few students who need it. The “Try It” sections are especially useful in a computer lab.

The Orientation is very similar in content with Chapter 1, which covers much of the same information, but in greater depth. If you feel that your students are mostly familiar with computer basics, you should probably begin with that chapter instead of this one. If you do begin with Chapter 1 instead of the Orientation, you should demonstrate the use of the New Perspectives Web site, the BookonCD, and the Tracking Disk to your students. Those features are covered only in this Orientation. Here’s an overview of this chapter:
· Section A introduces computer hardware, including how to turn on a computer, Windows basics, and the use of the mouse.

· Section B introduces software and conventions such as menus and toolbars. It examines Word, and shows how to create, save, and print a document.

· Section C gets students started on the Internet. It introduces browsers, search engines, and the New Perspectives Web site.
· E-mail is the topic of Section D, which focuses on using e-mail to communicate with you, the instructor.

Section A: Getting Started with Your Computer
Computer Equipment
It is essential to provide a demonstration computer for this discussion.
· Discuss the components of a computer, including the basic hardware such as keyboard, monitor, etc. Identify the storage devices, and explain that this computer is a microcomputer; compare it in size and power with other computers students may be familiar with.
· Explain that computer equipment should be treated with care, but that it is not terribly fragile. Tell your students that it is difficult to break a computer.
How to Turn Your Computer On and Off
· Demonstrate how to turn a computer on, and if necessary, log into a school network.
Windows Basics
· Demonstrate the desktop, and explain the analogy. Show how to click and drag icons, and how to use the Start menu. Give students a chance to practice. Use the BookOnCD to practice using the CD drive.

Mouse Basics
· Discuss the various kinds of mice, including trackballs and wireless mice.
· Demonstrate right clicking, and discuss the standard menus that appear with this action. Encourage students to try right-clicking on different parts of the screen.

Keyboard Basics
· Use Figure 9 to show the parts of a keyboard. Pass a keyboard around the room so students can look at it closely. Explain that some keyboards are different; compare a laptop keyboard, if possible. 
Section B: Getting Started with Software
How To Start Software
· Review the Start button, and the All Programs menu. Briefly discuss the various types of software, and explain that students will learn more about these later in the class. 
Windows Controls
· Explain that Windows provides a standard environment, and that all Windows programs share certain conventions and features. Use Figure 12 and point these out.

Creating Documents
· Have students create documents in Word, save them, and then find them again.

· Practice saving and printing documents. If more than one printer is installed, discuss how to choose a printer.

BookonCD Software Features
· Demonstrate the use of the BookonCD. You should consider demonstrating this for all your students, not just those who are beginners. It’s a useful tool, and some students may prefer to read the textbook on the CD.
Help
· Demonstrate how to use help. Discuss the difference between help that is built in to the program, and help that is available from the Web.
Section C: Getting Started on the Internet
Internet and Web Basics
· Explain briefly what the Internet is. Draw a diagram, if necessary. Point out that the Web and the Internet are not interchangeable terms; the Web is just one of several Internet services.

How To Use a Web Browser and Search Engine
· To access the Web, you need to use Web browser software. If any of your students have never accessed the Web, demonstrate the use of a browser. Show students how to use the Back and Forward controls, and how to enter a URL. 
· Explain the advantage of using search engines and perform a simple search.
Accessing the New Perspectives NP8 Web Site 
· Demonstrate the use of the New Perspectives Web Site. Again, you should consider demonstrating this to your whole class. The URL is www.course.com/np/concepts8

Section D: Communicating with Your Instructor 
Working with E-mail 
· Explain what e-mail is, and draw a diagram of a simple e-mail system. Briefly explain what an e-mail server is.
· Explain that in order to send and receive e-mail, students need an e-mail account, an Internet connection, and software that enables you to compose, read and delete e-mail messages.

How to Transfer Tracking Disk Data 
· WebTrack allows you, as the instructor, to distribute annotations that supplement the pages in your textbook. It enables your students to send you scores. You can transfer QuickCheck, Practice Tests, Interactive Summary, Interactive Situation Questions, and Lab scores to students. If you have not already done so, demonstrate the use of the Tracking Disk to all your students.  

Section E: Security and Privacy
Securing Your Computer and Data 
· Discuss methods for avoid hardware theft.

· Passwords make it difficult for intruders to steal your data. Advise students to disable the guest account on their computer
Avoiding Viruses and Preventing Intrusions
· Many students are concerned about this, perhaps overly so. Discuss antivirus software, and reassure students that it works.

Blocking Spyware and Pop-up Ads
· Discuss how students can protect their computers from these annoyances. Stress that they should not click on pop-up ads. Demonstrate how to close the ad from the Windows Taskbar.

Protecting E-Commerce Transactions
· Reassure students that using credit cards with legitimate on-line merchants such as Amazon or L.L. Bean has very little associated risk. Point out how to tell whether a URL is using a Secure HTTP or Secure Sockets Layer. 

Avoiding E-Mail Scams
· Discuss spam and how to avoid it

· Discuss phishing, when a phoney Web site masquerades as a legitimate one.

Protecting Your Privacy
· Challenge students to search for their own names in Google. Or, as the class for a volunteer, and search for that person’s name. 


