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Unit 1
Section One: Reading Comprehension

The Information Society
Where will you be and what will you be doing in the year
2020?
This is a tough question even for technology experts who
are reluctant to speculate more than a few months into the
future.
Things are changing too quickly.
A continuous stream of exciting new innovations in
information technology (IT) continues to change what we
do and how we think.
We use the term IT to refer to the integration of computing
technology and information processing.

Most of us are doing what we can to adapt to this
new information society where knowledge workers
channel their energies to provide a cornucopia of
computer-based information services.
A knowledge worker's job function revolves around
the use, manipulation, and dissemination of
information.
Your knowledge of computers will help you cope
with and understand today's technology so you can
take your place in the information society, both at
the workplace and during your leisure time.

Information Technology Competency
Not too long ago, people who pursued careers in almost
any facet of business, education, or government were
content to leave computers to computer professionals.
Today these people are knowledge workers.
In less than a generation, information technology
competency (IT competency) has emerged in virtually any
career from a nice-to-have skill to a job-critical skill.
If you're afraid of computers, information technology
competency is a sure cure.
IT competency will allow you to be an active and
effective participant in the emerging information
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society.

The Technology Revolution
In an information society, the focus of commerce
becomes the generation and distribution of information.
A technological revolution is changing our way of life:
the way we live, work, and play.
The cornerstone of this revolution, the computer, is
transforming the way we communicate, do business, and
learn.

Personal computers, or PCs, offer a vast array of
enabling technologies.
Enabling technologies help us do things.
For example, PCs have maps that pinpoint your location
to help you navigate the streets of the world.
They have presentation tools that help you make your
point when you get there.
Already, you need go no farther than your home
computer to get the best deal on a new car, order tickets
to the theater, play chess with a grand master in Russia,
or listen to a radio station in New Zealand.

Foundation for Our Information Society
Data (the plural of datum) are just raw facts. Data are
all around us.
Every day we generate an enormous amount of data.
Information is data that have been collected and
processed into a meaningful form.
Simply, information is the meaning we give to
accumulated facts (data).
Information as we now know it, though, is a relatively
new concept.

Just 50 short years ago, information was the
telephone operator who provided directory
assistance.
Around 1950, people began to view information as
something that could be collected, sorted,
summarized, exchanged and processed.
But only during the last decade have computers
allowed us to begin tapping the potential of
information.

Computers are very good at digesting data and
producing information.
For example, when you run short of cash and stop at an
automatic teller machine, all data you enter, including
that on the magnetic stripe of your bankcard, are
processed immediately by the bank's computer system.
A computer system eventually manipulates your data to
produce information.
The information could be an invoice from a mail-order
house or a bank statement.

During each visit, the dermatologist recalls the patient
record, which includes color images of the skin during
previous visits.
Data can also be found in the form of sound.
For example, data collected during noise-level testing
of automobiles include digitized versions of the actual
sounds heard within the car.
The relationship of data to a computer system is much
like the relationship of gasoline to an automobile.
Data provide the fuel for a computer system.
Your car won't get you anywhere without gas, and your
computer won't produce any information without
data.(Larry & Nancy Long: pp. 4-8)
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Traditionally, we have thought of data in terms of numbers
(account balance) and letters (customer name), but recent
advances in information technology have opened the door
to data in other formats, such as visual images.
For example, dermatologists (physicians who specialize in
skin disorders) use digital cameras to take close-up
pictures of patients' skin conditions.
Each patient's record (information about the patient) on
the computer-based master file (all patient records) is then
updated to include the digital image.
2.5
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Part I. Comprehension Exercises
A. Put T for true and F for false statements. Justify your answers.

1.

F……..Computer experts are able to speculate about the future
of man's technological achievements.

2.

F To be IT-competent, you must be able to write computer
……..
programs.

T

3.

……….The author of this passage compares data to gasoline.

4.

……….It is NOT true that your PC cannot produce any
information without data.

5.

..……...Data were traditionally known as numbers and letters.

F

T

B. Choose a, b, c, or d which best completes each
item.
1. The technological revolution, founded on …………,
has changed man's way of life.
a. businesses
b. education
c. computers
d. information

2. The main point of paragraph six is supported by……….. .

a. exemplification
c. description

b. explanation
d. reasoning

3. As we understand from the text, data are…………….
a. reconstructed numbers that can be used

efficiently
b. usable form of information
c. the raw facts from which information is
derived
d. the end result of manipulated facts

4. The term used to describe the integration of computer
technology and information processing is.
a. information handling
c. information technology

b. software
d. data tech

5. A person whose job is mainly concerned with the use,
manipulation, and dissemination of information is
called.
a. an office wunderkind
b. a knowledge worker
c. a data expert
d. an info being

C. Answer the following questions orally.
1.

What does the term information society refer to?

It refers to the integration of computing technology and information processing.
2.

According to the text, how does a cornucopia of information form?

It is formed after processing of raw dada.
3)

What is the difference between a record and a file?

File consist of all records,but record is information about samething.
4)

How does data processing help dermatologists?

Each partient’s record on the computer-based master file is updated to include the
digital image ,and during each visit,dermatologist recalls it.
5)

How is the term 'information' defined in the text?

Information is data that have been collected and processed into a meaningful form.

Part II. Language Practice
A. Choose a, b, c, or d which best completes each

item.
1. ………………..allows people to interact with and use
computers and have an understanding of IT issues.
a. Information technology competency
b. Information-based revolution
c. Information dissemination
d. Information society

2. …………updating involves adding, changing, and

deleting file records.
a. Field
c. Database

b. File
d. Record

3. In ………….., the generation and dissemination of
information become the central focus of commerce.
a. an internet
b. an information system
c. an intranet
d. an information society

4. Interconnected computing hardware, including

processors, storage devices, input/output devices,
and communications equipment comprise …….
a. the computer network
b. the computerese
c. the computer system
d. the computer literacy

5. ………., a relatively permanent file, contains all the

existing records for a given application.
a. File management system
b. Fixed storage
c. Filmed output
d. Master file

B. Fill in the blanks with the appropriate form of the
words given.
1. Compute
a.
Great gains have been made in the development of
computer hardware and software.
b.
Desirable features of analog and digital machines are
sometimes combined to create a hybrid computer
system.
c.
The banking industry has become more and more

computerized.

d.
e.

It is a fact that humans cannot compute as fast as
computers.
The computer can interpret and execute programmed
commands for input, output, computation, and logic
operations.

2. Produce
a. Plotters are used to produce permanent copies of
graphic output.
b. Dark characters on a bright background can
be produced by certain screens.
c. Computers are used to control mechanical
operations in the auto industry so as to
increase productivity .

3. Collect
a.
You can be an intelligent consumer of computers
and computer equipment, collectively called
hardware.
b.
Software refers to a collective set of instructions,
called programs.
c.
Data collected during noise-level testing of
automobiles include digitized versions of the
actual sounds heard within the car.

4.

Technology
a. In this book you will learn those terms and phrases
that not only are the foundation of computer
technology but also are very much a part of everyday
conversation at school, home, and work.
b. This is a technological age.
c. New surgical technologies are being tried all the time.
d. Technologically speaking, this procedure has some
advantages over that one.
e. It is difficult to say which country is technologically
superior in terms of space equipment.
f. Her speech was too technical for most people to
understand.

5.

a.
b.

Record
Information recorded on disks can be accessed
much faster than information recorded on tapes.
A database management package derives much
of its power from the ease with which it can sort
records and search for answers to a wide range
of questions.

C. Fill in the blanks with the following words.
components
representation
organized

information
specific
numeric

mean
provide
meaning

The word data is used to indicate a/an representation of facts
necessary for communicating items of specific meaning.
These facts can be represented as numeric ,alphabetic, or
alphanumeric data. They are the basic components that are
processed by the computer to produce information .
Although the term information is sometimes used to mean
data, it also has a more specific meaning . Information refers
to data that has been organized into some coherent pattern
and processed to provide some specific format.

D. Put the following sentences in the right order to
form a paragraph. Write the corresponding letters in
the boxes provided.
Examples are robots used in defense to handle underwater
military missions.
b. With the age of the computer has arrived the age of the robot.
c. Clearly, these signal the end of jobs for many factory workers - a
troublesome social problem.
d. These are not vaguely human-shaped robots, but rather
information machines with the manual dexterity to perform tasks
too unpleasant, or too dangerous to assign to human beings.
a.

b

d

a

c
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Section Two: Further Reading

Personal Computers
In 1981, IBM introduced its IBM PC and it legitimized
the personal computer as a business tool. Shortly after
that, other manufacturers began making PCs that were
100% compatible with the IBM PC; that is, they
basically worked like an IBM PC. Most of today’s
personal computers (over 80%) evolved from these
original PC-compatibles.
Comprehension

Long removed from the IBM PC, they are also called
Wintel PCs because they use the Microsoft Windows
9x/NT/2000
(a collective reference to Microsoft
Windows 95, Windows 98, Windows NT; or Windows
2000) control software and an Intel-Corporation or
Intel-Compatible processor.Each of the Microsoft
Windows 9x/NT/2000)control software and an intel
corporation or intel –compatible processor.each of the
Microsoft windows 9x/NT/2000 family of operating
systems controls all hardware and software activities
on Wintel PCs. The Wintel PC represents the dominant
PC platform. A platform defines a standard for which
software is developed.

Conventional PCs: Pockets, Laptops, Desktops,
and Towers
Conventional personal computers have a full keyboard,
a monitor, and can function as stand-alone systems.
These PCs can be categorized as pocket PCs, laptop
PCs, desktop PCs, and tower PCs.
Pocket and Laptop PCs. Pocket PCs and laptop PCs are
light (a few ounces to about eight pounds), compact, and
are called ‘portable’ because they have batteries and can
operate with or without an external power source.

The pocket PC, sometimes called a palmtop PC, literally
can fit in a coat pocket or a hand bag. Laptops, which
weigh from three to eight pounds, often are called notebook
PCs because they are about the size of a one-inch-thick
notebook.
The power of a PC may not be related to its size. A few
laptop PCs can run circles around some tower PCs. Some
user conveniences, however, must be sacrificed to achieve
portability. For instance, input devices, such as keyboards
and point-and-draw devices, are given less space in
portable PCs and may be more cumbersome to use.

This is particularly true of pocket PCs, in which
miniaturized keyboards make data entry and interaction
with the computer difficult and slow. The display screen
on some pocket PCs is monochrome and may be difficult
to read under certain lighting situations. Portable
computers take up less space and, therefore, have a
smaller capacity for permanent storage of data and
programs. Laptop battery life can be as little as a couple
of hours for older models to 20 hours for state-of-the-art
rechargeable lithium batteries.

The 2-in-1 PC can be used as both a notebook and a
desktop PC. It has two parts: a fully functional notebook
PC and a docking station. Two-in-one PCs have a
configuration that allows users to enjoy the best of both
worlds — portability and the expanded features of a
desktop. The notebook, which supplies the processor, is
simply inserted into or removed from the docking station,
depending on the needs of the user. The docking station
can be configured to give the docked notebook PC the look
and feel of a desktop PC.
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That is, the docking station can expand the notebook’s
capabilities and might include more disk storage, a CDROM drive, several interchangeable disk options, a fullsize keyboard, a large monitor, and expansion slots into
which still other features can be added to the system (for
example, circuitry that would enable television
programming to be viewed on the PC’s monitor). Usually,
docking stations provide a direct link to the corporate
network.

Another notebook option, called the port replicator, works
like the docking station in that the notebook PC is
inserted into it and removed as needed. Once inserted the
notebook can use the port replicator ports and whatever
is connected to them. Ports are electronic interfaces
through which devices like the keyboard, monitor, mouse,
printer, and so on are connected. Port replicators also
provide bigger speakers and an AC power source, and
some include a network connector.
Desktop and Tower PCs. Desktop PCs and tower PCs
are not considered portable because they rely on an
outside power source and are not designed for frequent
movement. Typically, the desktop PC’s monitor is
positioned on top of the processing component.
3

The processing component of the tower PC is designed to
sit upright, like a desktop PC’s processing component
standing on its end. The taller towers (over two feet) are
usually placed beside or under a desk, and the smaller
mini-tower may be placed in any convenient location (on a
nearby shelf on the desk, or on the floor).
Of the two, the tower has1 emerged as the most popular,
primarily because it has a smaller footprint (the surface
space used by the unit). The laptop which costs about
twice that of a comparable tower PC, is gaining ground.
About one in three PCs sold are laptops.

The Extended PC Family: Slate PCs, PDAs, and
NCs
The conventional members of the PC family have
several unconventional cousins. These personal
computers may be designed for special applications or
for use in a particular computing environment.
Slate Computers. Mobile workers in increasing
numbers are using portable slate PCs. Slate PCs,
sometimes called pen-based PCs, use electronic pens in
conjunction with a combination monitor/drawing pad
instead of keyboards.

Users select options, enter data, and draw with the pen. United
Parcel Service (UPS) couriers use state PCs when they ask you
to sign for packages on a pressure-sensitive display screen with
an electronic stylus.
Slate computers are poised to make an entry into the world of
many mobile professionals. Handwritten text is interpreted by
handwriting-recognition software, then entered into the system.
Speech-recognition software, which allows the user to enter
spoken words into the system, is being integrated into high-end
slate PCs. Insurance agents and claims adjusters who need to
work at accident or disaster scenes have found slate computers
more suitable to their input needs, which may include both text
and drawings.

Personal Digital Assistants. Personal digital assistants
(PDAs), or handheld PCs, may take on many forms and are
called by many names, from connected organizers to
personal communicators to mobile business centers to Web
phones. PDAs are smaller than slate PCs, usually weighing
less than half a pound. They can include a built-in cellular
phone that enables the wireless sending /receiving of faxes
and access to the Internet (including e-mail). Their built-in
wireless communications capabilities give their users
immediate access to the Internet, colleagues and clients,
and needed information, virtually anytime, anywhere. PDA
interaction can be via the pen (like a slate PC) or by
touching the keys on an on-screen keyboard or a reducedkey keyboard.

Generally, PDAs support a variety of
personal
information management systems. A PIM might include
appointment scheduling and calendar, e-mail, fax, phonenumber administration, to-do lists, tickler files, ‘Post-it’
notes, diaries, and so on. Some PDAs can support a variety
of PC-type applications, such as spreadsheets and personal
financial management. Also, PDAs are designed to be easily
connected to other computers and printers for data transfer,
network access, and printing.

Network Computers. In contrast to the conventional PC,
the network computer, or NC, is designed to function only
when it is linked to a server computer (normally an
organization’s internal network of computers).
The NC looks similar to a PC but with several major
configuration differences. First, it has a relatively small
processor and considerably less RAM than modern
personal computers. Second, it does not have a
permanently installed disc. And, of course, it is less
expensive than a stand-alone PC.

Workstations: The Hot Rods of Computing
What looks like a PC but isn’t? It’s a workstation and it’s
very fast. Speed is one of the characteristics that
distinguishes workstations from PCs. In fact, some people
talk of workstations as ‘souped-up’ PCs. The PC was fine
for word processing, spreadsheets, and games, but for real
‘power users’ engineers doing computer-aided design, or
CAD (using the computer in the design process), scientists
and researchers who do a lot of ‘number crunching’ ,
graphics designers, multimedia content developers, an so
on — the PC sometimes falls short.

The workstation’s input/output devices also set it apart
from a PC. A typical workstation will sport a largescreen color monitor capable of displaying highresolution graphics. Resolution refers to the clarity of
the image on the monitor’s display. For pointing and
drawing, the workstation user can call on a variety of
specialized point-and-draw devices that combine the
precision of a gun sight with the convenience of a
mouse. Add-on keypads can expand the number of
specialized function keys available to the user.
(Larry & Nancy Long: pp. 18-25)

Comprehension Exercises
A. Choose a, b, c, or d which best completes each item.
1. Which statement is NOT true?
a. IBM PC was introduced and legitimized in 1981.
b. Wintel PC is a personal computer using a Microsoft
Windows operating system in conjunction with an Intel or
Intel-Compatible micro-processor.
c. PCs made by other manufacturers were not wholly
compatible with the IBM PC.
d. Most of today’s personal computers have evolved from
the original PC-compatibles.
Further Reading

2. A 2-in-l PC is in two parts, a fully functional
notebook PC and . . . .
a . a slate
b. a port hole
c. a runway
d. a docking station

Further Reading

3. We may infer from the text that the docking station
...
a. is a device into which a notebook PC is inserted
to give the notebook PC expanded capabilities
b. is burdensome and reduces the capabilities of the
PC
c. can give the notebook PC, the configuration of a
desktop PC but does not allow the expanded
features of a desktop
d. may not provide a direct link to the corporate
network
Further Reading

4. Which statement is NOT true?
a. Personal digital assistants are handheld personal
computers that support a variety of personal
information systems.
b. Slate PCs enable input via an electronic pen in
conjunction
with
a
pressure-sensitive
monitor/drawing surface.
c. Network computers have high permanent storage
capacity and are designed to work with a server
computer.
d. Network computers, in contrast to the conventional
PCs, do not function unless they are connected to
servers.
Network

5. We may conclude from the text that a workstation is . . .
a. a large computer that can service many users
simultaneously in support of enterprise-wide
applications
b. a high-performance single-user computer system with
sophisticated input/output devices that can be easily
networked with other workstations or computers
c. a television-like display for soft-copy output in a
computer system
d. an output peripheral device that can project the
screen image on a large screen for group viewing
Workstations

B. Write the answers to the following
questions in the spaces provided.
What determines the power of a computer?
It is determined by computer’s capabilities.
2. What controls the hardware and software activities on Wintel PCs?
Operating system controls the hardware and software activities.
3. Explain the platform?
A platform defines a standard for which software is developed.
4. What distinguishes the port replicator from the docking station?
1.

Port replicators provide bigger speakers and AC power source and some
include a network connector.

5. What are ports?
Ports are electronic interfaces through which devices like the keyboard,
monitor, mouse, … are connected.

Section Three: Translation Activities

A. Translate the following passage into Persian.

Groceries Online
‘Smart Shopping for Busy People’ is Peapod’s slogan.
Peapod, a grocer on the Internet, has made life easier
for a great many people. Although Peapod is not yet
national in scope, it is giving us a glimpse into the
future of retailing-the virtual store. Peapod is a pioneer
in a rapidly expanding industry that is dedicated to
enabling us to buy almost anything from our PCs.

Peapod subscribers go shopping at the virtual grocery
strore by logging on to the Peapod site on the Internet.
Once online, they can shop interactively for grocery
items, including fresh produce, deli, bakery, meat, and
frozen products. Rather than running from aisle to aisle,
you simply point and click around the screen for the
items you want.
Peapod’s online shopping system is linked directly to its
partner stores’ computer systems (for example, Safeway
in San Francisco and Jewel in Chicago).

transmitted to the nearest partner store. A
professionally trained shopper takes your order, grabs
a shopping cart, and does your shopping for you. The
professional shopper takes a fraction of the time you
would take because the list is ordered by aisle and the
shopper knows exactly what to get. You can redeem your
coupons when the shopper/delivery person arrives with
your food. This is one of many interactive online
approaches to shopping that can help take the hassle
out of shopping.

B. Find the Persian equivalents of the following terms
and expressions and write them in the spaces provided
1. competency
2. computer-aided design
3. configure
4. controversial
5. desktop PC
6. docking station
7. footprint
8. handheld PC
9. information society

توانايی
طراحی به کمک کامپيوتر
پيکر بندی
مورد اختالف
کامپيوترشخصی روميزی
جايگاه قرار گيری
جای پا
کامپيوترشخصی دستی
انجمن اطالعات

(1
(2
(3
(4
(5
(6
(7
(8
(9

(10
(11
(12
(13
(14
(15
(16
(17
(18

فناوری اطالعات
کارمند اطالعات
کامپيوتر شخصی کيفی
فايل اصلی
کامپيوتر شبکه
کامپيوتر شخصی کتابی
سيستم عامل
کامپيوتر شخصی کوچک
کامپيوتر شخصی قلمی

10. information technology
11. knowledge worker
12. laptop PC
l3.masterfile
14. network computer
15.notebookPC
16. operating system
17. palmtop PC
18. pen-based PC

19. personal digital assistant
20. personal information management
21.pocketPC
22. point-and-draw device
23. port replication
24. pressure-sensitive display
25. record
26. reduced-key keyboard
27. representation

کمکی رقمی شخصی
مديريت اطالعات شخصی
کامپيوتر شخصی جيبی
وسيله اشاره و ترسيم
توزيع کردن درگاه
نمايشگرحساس به فشار
ثبت کردن، گزارش
صفحه کليد با کليد کمتر
نمايش،ارائه

(19
(20
(21
(22
(23
(24
(25
(26
(27

(28
(29
(30
(31
(32
(33
(34
(35
(36

وضوح
کامپيوتر شخصی لوح
نرم افزار تشخيص گفتار
کامپيوتر شخصی مستقل
قلم الکترونيکی
کامپيوتر شخصی ايستاده
ابزار بسته بندی منسجم
تلفن وب
ايستگاه کامپيوتر

28. resolution
29. slate PC
30, speech-recognition software
31. stand-alone PC
32. stylus
33. tower PC
34. united parcel device
35. Web phone
36. workstation
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Unit 2
Section One: Reading Comprehension

Popular Productivity Software:
Word processing
At work, at home, at school, and even during
leisure activities, we spend much of our time
writing. At work we send e-mail and write
procedures manuals.

At home we keep to-do lists and prepare party
announcements. At school we write reports and
essays. During leisure time, we keep diaries, write
letters to our family and friends, and prepare
newsletters for our club associates.
These are just a few of the many day-to-day
writing activities that can be made easier and
more presentable through the use of word
processing software. Today’s sophisticated word
processing software packages do much more than
text-oriented word processing.

For example, popular packages, like
Microsoft Word and WordPerfect, not only
let you integrate images with text for printed
documents, but they let you integrate audio,
such as voice annotations, and even video
within documents designed for on-screen
viewing.

Word Processing Concepts and Features
Word processing software lets us create, edit,
and format documents in preparation for output.
Output can be a document that is printed,
displayed on a monitor, faxed, e-mailed, or
perhaps, posted to the Internet for worldwide
access.
If you were to use word processing to prepare a
report, you would key in the full draft only once.

Revisions and corrections are made to a
computer-based file before the finalized report is
printed or output in some other way. If you forgot
a word or need to add a paragraph, you do not
have to retype a page or, in the worst case, the
whole report.
Word processing is a lot more than an automated
pen and paper. It checks your grammar and
spelling, helps you find the right word, and
assists you in formatting your document
(margins, typeface, headings, and so on). You,
however, must supply the words and images.

Creating and Saving a Document.
You’ll probably learn the process and
techniques of preparing a word processing
document in a lab or, perhaps, via interactive
computer-based training. To create an original
document, such as a résumé, you simply begin
entering text from the keyboard and, as needed,
enter format commands that enhance the
appearance of the document when it is printed
or displayed (spacing, italics, and so on).

You can insert images, then resize and/or
reposition them anywhere within the word
processing document. If you wish to work with
the document later, you will need to save it to
disk storage for later recall. When you recall a
document later, you will need to save it to disk
storage, you can edit (revise) it, then save the
revised version of the document to disk storage.
Once you are satisfied with the content and
appearance of the document, you are ready to
print, send, or display it.

Formatting a Document. You format a word

processing document by specifying what you
wish the general appearance of the document to
be when it is printed. Typically, the preset
format, or default settings, fit most word
processing applications.
For example, the size of the output document is
set at letter size (8 1/2 by 11 inches); the left, right,
top, and bottom margins are set at 1 inch; tabs
are set every 1/2 inch; and line spacing is set at
6 lines per inch.

The default font might be 12 point Arial. Arial is
one of dozens of available typefaces you can use
in documents. A typeface refers to a set of
characters of a particular design. A font is
described by its typeface, its height in points (8,
10, 14, 24, and so on; there are 72 points to the
inch), and its presentation attribute (roman [or
normal], bold, italic, underline, and so on). If
you are planning a three-column newsletter or
would prefer something other than the defaults,
you would want to revise the format
specifications.

What You Can Do With Word Processing: The
Features Package
Typically, text is entered in a word
processing or other type of document via
keyboard or speech recognition. In speech
recognition, you simply speak into a
microphone and the words are interpreted
by speech-recognition software and entered
in the document.

Word processing packages are WYSIWYG
(pronounced ‘WIZ e wig’), short for “What
you see is what you get.” What you do to a
document, whether entering text or inserting
an image, is reflected on the screen showing
you what the document will look like when it
is printed. Word processing software has
many features that help you create exactly
what you want.

The word processing find feature lets us
search our entire word processing document
and identify all occurrences of a particular
search string. For example, when you could
find (search) for ‘January’, the cursor is
placed at the first occurrence of ‘January’.
The replace feature enables replacement
either selectively or globally. For example,
you can replace any or all occurrence of
‘January’ with ‘February’.

Word Processing Feature Overview.
This word processing document illustrate
features common to most word processing
software. Note that you can create special
effects with the drawing tool and border
features.
The watermark feature lets you add a
drawing, a company logo, headline- sized text
(such as the ‘PRIORITY’ in this example), or
any image behind the printed document text.

Word Processing Feature Overview.
In the electronic world, documents are
‘networked’ with hyperlinks (references to
different sections of an electronic document or to
other related electronic documents). Even the
callouts, which label the features, are a word
processing feature. Not shown is the editing
feature that lets you add editorial remarks and
make corrections to an original document. This
feature is helpful when several people review a
document prior to publication.

Writing Tools: Dotting the i’s and
Crossing the t’s
Word processing programs offer several helpful
writing tools.
• Spelling Checker. The spelling checker
checks every word in the text against an
electronic dictionary and alerts you if a word
is not in the dictionary. Some systems
automatically correct misspelled words as
they are entered.
Part II/1

• Thesaurus. Most commercial word
processing packages have an online
thesaurus to help you find the right word.
• Grammar and Style Checkers. A grammar
and style checker highlights grammatical
concerns and deviations from conventions.
Part II

Printing a Document or Sending an
E-Mail or Fax.
To print a document, ready the printer and select
the print option on the main menu. If your PC is
configured with a fax modem or you have a link
to a local area network, you can e-mail or fax
your word processing document as easily as you
would print it. Upon selecting the e-mail or fax
option, you are asked to enter the e-mail address
or a fax telephone number. The software then
makes the necessary communications link and
sends the document.
(Larry & Nancy Long: pp. 52-56)

Part I. Comprehension Exercises
A. Put “T” for true and “F” for false statements.

Justify your answers.

T 1. Modern word processing packages let
…
you integrate audio, such
as voice
annotations, and video within documents
designed for on-screen viewing.

T 2. Word processing software checks
…
spelling, grammar, and supplies images.
T
…
3. Word processing lets us revise
documents before and after being stored.

T 4. An online thesaurus can be used to
…
suggest synonyms for a word in a word
processing document.

F 5. Word processing software does not
…
always help you create exactly what you
want.

B. Choose a, b, c, or d which best
completes each item.
1. Preset format specifications are referred to as

a. concrete settings
c. default settings

b. loading procedure
d. menu choosing

2. Which statement is NOT true?
a. Texts can be entered in a word processing
document via keyboard.
b. Texts cannot be entered in a word processing

document via speech.
c. In speech recognition, words are interpreted
by speech-recognition software.
d. In speech recognition, words enter the
document after being interpreted.

3. Word processing writing tools include all of the
following except
a. spelling checker
c. electronic pencil

b. thesaurus
d. grammar and style checker

4. Which of these terms is NOT normally associated with
the default settings on word processing software?
a. Merge sequence
b. Document size
c. Margins
d. Font

5. It can be concluded from the passage that
a. having been stored, a document cannot be
revised.
b. a newsletter may include text columns,
shaded sidebars, embedded images,
headings, a variety of fonts, but not much
more.
c. some modern word processing packages are
not WYSIWYG.
d. word processing software uses the computer
to enter, store, manipulate, and print text.

C. Answer the following questions orally.
1.

How do you specify the general appearance of a document before
being printed?

By formatting and setting size ,margins font and so on.

2. How does the word processing help us?
It helps us through spelling checker, thesaurus and grammar and style checker.
3. What is the function of the spelling checker?
It checks every word in the text against an electronic dictionary.
4. How does the editing feature of the word processing software help us?
It helps us edit document and create document.
5. Explain the print option?
When a document is ready to print ,select the print option from the main menu.

Part II. Language Practice
A. Choose a, b, c, or d which best
completes each item.
1. Upon finding an unidentified word, Microsoft Words
…underlines it, then usually gives you one or more
possible spelling from which to choose.
a. database file
b. form file
c. sort feature
d. spelling checker

2. …scan word processing documents for grammar,
style, usage, punctuation, and spelling errors.
a. Spelling checkers
b. Merge files
c. Grammar and style checkers
d. Form files
3. A … refers to a set of characters that are the
same type.
a. default
b. typeface
c. pixel
d. font

4. The … feature helps you find the right word.
a. thesaurus
c. editing

b. border
d. drawing tool

5. A … is described by its typeface, its letter style, its
height in points, and its presentation attribute.
a. code
b. sidebar
c. font
d. heading

B. Fill in the blanks with the appropriate
from of the words given.
1. Integrate
a. Some computer manufactures have integrated
both input and output devices into one
terminal.
b. The success of any computer system depends
on the integration of all its parts to form a
useful whole.
c. The area needed for a computer installation has
been reduced by integrating input and output
devices into one peripheral.

2. Document
a. A programmer should document his work so
that other programmers can understand it.
b. It took the programmer one week to complete
the documentation of the programs in the new
system.
c. The payroll package we purchased is very
well documented
d. The preparation of documents that describe
such things as the system, the programs
prepared, and the changes made at later
dates is referred to as documentation.

3. Appear
a. The first calculating machine appeared in 1920.
b. The appearance of new microcomputer systems
on the market has increased the competition, forcing
the prices down.
4. Recognize
a. Optical-mark recognition is sometimes called
‘mark sensing’ because a machine senses marks on
a piece of paper.
b. As a student, you may immediately recognize this
approach as a technique used to score tests.
c. Hollerith cards are recognized by the cut right edge.

5. Plan
a. To plan is to decide in advance on a course of
action.
b. Planning involves making decisions about shortand long-term goals and about the procedures and
controls needed to achieve these goals.
c. Many organizations have developed an MIS
master plan to allocate and control information
resources.

C. Fill in the blanks with the following
words.
endless
processing
browser

packages
online
contribution

computing
database

Personal computing encompasses everything from
3-D games, to going online
… , to computer-based
education, to music composition. A seemingly endless
…
number of software packages adds variety to the
personal computing
…
experience.

However, over the history of personal computing,
word processing
…
software, desktop publishing
software, presentation software, spreadsheet
software, database
…
software, and, more recently,
Internet browser
…
software and graphics software
have formed the foundation of personal computing.
Software packages
…
in these categories have won
unanimous user acceptance because of their
tremendous contribution
…
to personal productivity.

B. Put the following sentences in the right
order to form a paragraph. Write the
corresponding letters in the boxes
provided.
a.The database file contains records for each
member, which are made up of related fields.
b.Winnie Winnowski created the database file by
entering new member information into the PC
User’s Group member database, actually a word
processing table with rows and columns.

c. Each record has eleven fields, each of which is
described in its field name at the top of the
database display.
d. She then used a sort feature to select only the
new members from the database.
e. This database file is merged with the form file
(the letter) to generate the personalized letters.
1

2

3

4

5

b

a

c

d

e
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Section Two: Further Reading

Putting Word Processing to Work
Word processing is extremely versatile, offering you a
wide range of capabilities. Here are a few more
applications for word processing. You will find many
more as you gain experience with this, the most used of
all software applications.

Merging Documents With a Database
Word processing software allows you to merge data in
a database with the text of a document. The most
common use of this capability is the mail-merge
application. Winnie Winnowski, the president of the
PC User’s Group decided to send personalized letters
to the club’s new members. To do so, Winnie created a
form letter file. The form letter contains references to
entries in a database file, a separate word processing
file containing a table.

She then used the merge feature to combine the
information in the table with the form letter to generate
separate letters for each new member, thus producing
the ‘personalized letters’.
The mail-merge example is good illustration of the use
of boilerplate. Boilerplate is existing text that can be
reused and customized for a variety of word processing
applications. One nice feature of word processing is
that you can accumulate documents on disk storage
that eventually will help you meet other word
processing needs.

You can even buy boilerplate (for example, text for
business letters). The legal profession offers some of
the best examples of the use of boilerplate. Simple
wills, uncontested divorces, individual bankruptcies,
real estate transfers, and other straightforward legal
documents may be as much as 95% boilerplate. The
use of boilerplate is common in all areas of business,
education, government, and personal endeavor.

Integrating Charts With Documents
The word processing chart feature lets you generate a
variety of charts from spreadsheet-like data in a
Microsoft Word 2000 datasheet. Figure 2-2 shows
how the information in a ‘Statistical Sales Summary’
datasheet can be dynamically graphed within a word
processing document.
The bar graph in Figure 2-2 was created
automatically from the data in the datasheet. Once
data have been entered into the datasheet, you can
change values and observe their effect on the chart.

Embedded Hyperlinks
Not all word processing documents are designed to
be printed. For example, many companies are
opting to put their reference materials in
electronic, rather than printed, documents.
Electronic versions of product catalogs, procedures
manuals, personnel handbooks, and so on are now
common in the business community.

They are easier to create, maintain, and distribute. One
of the main reasons for this trend toward online
documents is the ability to place hyperlinks in
documents. Hyperlinks let you tie parts of a document
or different documents together. Words or phrases
within documents can be highlighted as hyperlinks.
When you encounter a hyperlink entry, you can jump
(link) to another place in the same document or to
another document on your PC’s hard disk, on a local
area network, or on the Internet for more information.

In Windows-based programs, hyperlinks usually
are displayed in a color (often blue or green) and
underlined. Hyperlinks make it easy to skip around
within or between documents to find what you want.

Creating Web Pages
If you can create a word processing document, you
can create a Web page on the World Wide Web, the
primary application used for viewing information on
the Internet. Information on the Web, which may be
graphics, audio, video, animation, and text, is viewed
in Web pages. A Web page is retrieved from an
Internet server computer, just as the word processing
document is retrieved from a PC’s hard disk.

To a large extent, the explosion of information made
available over the Internet can be attributed to the fact
that word processing software lets users save
documents in a format compatible with transmission
over the Internet’s World Wide Web. Now, anyone with
word processing skills can contribute to the wealth of
information on the Internet. What you see in a word
processing document is essentially what you would see
when viewing it as a Web page on an Internet browser.
(Larry & Nancy Long: pp. 56-58)

Comprehension Exercises
A. Choose a, b, c, or d which best completes each

item.

1. The word processing form letter contains references
to entries in ….……

a. a document file
c. a database file

b. a thesaurus
d. a web page

2. Winnie Winnowski is known for using ………
capability of word processing software to send
personalized letters to all the new members of her club.
a. the mail merge
b. the hyperlink
c. the database
d. the spreadsheet

3. Which statement is NOT true?
a. Boilerplate is existing text that can in some way
be reused and customized for a variety of word
processing applications.
b. The use of boilerplate is common in all areas of
business, education, government, and personal
endeavor.
c. In Microsoft Word 2000, data are entered into
a datasheet.
d. The data in the Word datasheet cannot be
presented in charts

4. Hyperlinks ………
a. have been important in the trend of online
documentation
b. let you link to other parts of a document or to
different documents together within a computer
system or on the Internet
c. make it easy to tie parts of a document or
different documents together
d. all of the above

5. It is true that ………
a. different documents can be tied together by
cyber text links
b. boilerplates cannot be customized
c. information on the Web is retrieved from
hard disks
d. information on the Web is viewed in Web
pages

B. Write the answers to the following questions in the spaces

provided.

1.

How does the merge feature of word processing software help us
produce personalized letters?

It combine the information in the table with the form letter to generate separate letters for each new member.

2.

How can a Web page be compared to a word processing document?

A Web page is retrieved from an Internet server computer, just as the word processing document is
retrieved from a PC’s hard disk.

3.

How does word processing software contribute to availability of
information on the Internet?

The explosion of information made available over the Internet can be attributed to the fact that word
processing software lets users save documents in a format compatible with transmission over the
Internet’s World Wide Web. Now, anyone with word processing skills can contribute to the wealth of
information on the Internet.

4.

What helps companies put their reference materials in electronic
documents?

Many companies are opting to put their reference materials in electronic, rather than printed, documents.
Electronic versions of product catalogs, procedures manuals, personnel handbooks, and so on are
now common in the business community.

5.

What are some of the advantages of electronic documentation?

They are easier to create, maintain, and distribute. One of the main reasons for this trend toward online
documents is the ability to place hyperlinks in documents. Words or phrases within documents can
be highlighted as hyperlinks. When you encounter a hyperlink entry, you can jump (link) to another
place in the same document or to another document on your PC’s hard disk, on a local area
network, or on the Internet for more information.

Section Three: Translation Activities
A. Translate the following passage into Persian.

E-Mail Etiquette
As a knowledge worker, you may spend an hour or
more each day composing or responding to e-mail. Email is now as much a part of the business world as
the paycheck. How we present ourselves in our e-mails
can play a role in how effective we are in business and
what people think of us.

You can leave a good or bad impression with your
correspondents depending on what you say in your
message and how you say it. During face-to-face
conversations we use vocal inflections or body
movements that clarify words or phrases.
E-mail is just words, leaving the door open for
misinterpretation of our intended message. Anyone
composing e-mail should be aware that it’s electronic
and could be easily forwarded, printed, and even
broadcast to others.

Broadcasting sensitive information could be very
embarrassing to you and to others. Every e-mailer
should be careful what he or she writes and follow
the basic tenets of e-mail etiquette. For example,
you should inform senders when forward their email. A good mail message includes a subject, has
a logical flow, and concludes with a signature
(name, association, and contact information).

B. Find the Persian equivalents of the
following terms and expressions and
write them in the spaces provided.
1. announcement
2. boilerplate
3. browser
4. club association
5. computer-based file
6. concept
7. database
8. default settings

اعالن و ابالغ
متن استاندارد
مرورگر
انجمن کلوپ
فايل مبتنی برکامپيوتر
 تصور کلی،مفھوم
پايگاه داده
تنظيمات پيش فرض

(1
(2
(3
(4
(5
(6
(7
(8

(9
(10
(11
(12
(13
(14
(15
(16

نمايش
ابرپيوند جاسازی شده
9. display
10. embedded hyperlink
مشخصه و ويژگی
11. feature
قلم
12. font
قالب بندی
13. format
فايل به شکل حرف
14. form letter file
سر عنوان ،سرفصل
15. heading
آموزش مبتنی بر محاوره کامپيوتری

16. interactive computer-based training

(17
(18
(19
(20
(21
(22
(23
(24
(25
(26

کاربرد ادغام مراسالت
حاشيه
ادغام
فرھنگ جامع آنالين
ديدن روی صفحه نمايش
قابل ارائه و نمايش
روال و دستورالعمل
مشکل و پيچيده
سبک حروف
پردازش کلمه

17. mail-merge application
18. margin
19. merge
20. online thesaurus
2 1. on-screen viewing
22. Presentable
23. Procedure
24. Sophisticated
25. typeface
26. word processing
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Section One: Reading Comprehension

Mass Storage and Files
Within a computer system, program and information
in all forms (text, image, audio, video) are stored in
both RAM and permanent mass storage, such as
magnetic disk and tape. Programs and information are
retrieved from mass storage and stored temporarily in
high-speed RAM for processing.
Over the years, manufacturers have developed a
variety of permanent mass storage devices and media.

Today the various types of magnetic disk drives and
their respective storage media are the state of the
art for permanent storage. Magnetic tape drives
complement magnetic disk storage by providing
inexpensive backup capability and archival storage.
Later in the Unit, optical laser disk, a rapidly
emerging alternative to magnetic storage drives, is
introduced. First let’s take a look at the files stored
on these drives.
Part I
Figure 5-1. Ram and Mass Storage.

Programs and data are stored permanently in mass
storage and temporarily in RAM.

The Many Faces of Files
The file is simply a recording of information. It is
foundation storage on a computer system. To a
computer, a file is a string of 0s and 1s (digitized
data) that are stored and retrieved as a single unit.

Types of Files: ASCII to Video
There are many types of files, most of which are defined
by the software that created them (for example, a word
processing document or spreadsheet).
Popular files are :
• ASCII File. An ASCII file is a text-only file that
can be read or created by any word processing
program or text editor.
• Data File. A data file contains data organized into
records.

• Document File. All word processing and desktop
publishing document files contain text and, often,
images.
• Spreadsheet File. A spreadsheet file contains rows
and columns of data.
• Web Page File. A Web page file is compatible with
the World Wide Web and Internet browsers.
• Source Program File. A source program file
contains user-written instructions to the computer.
These instructions must be translated to machine
language prior to program execution.
Part I /4
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• Executable Program File. An executable program
file contains executable machine language code .
• Graphics File. A graphics file contains digitized
images.
• Audio File. An audio file contains digitized
sound.
• Video File. A video file contains digitized video
frames that when played rapidly (for example, 30
frames per second) produce motion video.

Hardware and Storage Media
There are two fundamental types of magnetic disks:
interchangeable and fixed .
• Interchangeable Magnetic Disks can be stored
offline and loaded to the magnetic disk drives
as they are needed.
• Fixed Magnetic Disks, also called hard disks ,
are permanently installed, or fixed. All hard
disks are rigid and are usually made of
aluminum with a surface coating of easily
magnetized elements, such as iron, cobalt,
chromium, and nickel.

Today’s integrated systems and databases are stored
on hard disk, especially those used in workgroup
computing. Such systems and databases require all
data and programs to be online (accessible to the
computer for processing) at all times.
Figure 5-2. Magnetic Disk Drives and Media.

Super Disk
Disk:: Shown here is a comparison
highlighting a 120 MB SuperDisk’s capacity in
terms of the traditional floppy disk.

The Super Disk is being inserted into an internal
drive and a companion external SuperDisk drive (top
of unit. The SuperDisk drive is compatible with the
traditional 1.44 MB diskette.
Zip
Disk::
Disk
An
alternative
high-capacity
interchangeable disk is the 100 MB Zip disk, shown
here with an external Zip drive.
PC Card Hard Drive:
Drive: This 420 MB hard drive on a
PCMCIA card, which can be inserted into a PCMCIA
slot on a laptop PC, provides added storage capacity.

PC Magnetic Disk Drives and Media
Virtually all PCs sold today are configured with at
least one hard-disk drive and one interchangeable
disk drive. Having two disk drives increases system
flexibility and throughput. The interchangeable disk
drive provides a means for the distribution of data
and software and for backup and archival storage.
The high-capacity hard-disk storage has made it
possible for today’s PC users to enjoy the
convenience of having their data and software
readily accessible at all times.

The Diskette
Three types of interchangeable disk drives are
commonly used on PCs.
These disk drives accept interchangeable magnetic
disks, such as the traditional diskette and the new
high-capacity SuperDisk and Zip disk.
• Diskette and Super Disk. The traditional 3.5-inch
diskette, or floppy disk, is a thin, mylar disk that is
permanently enclosed in a rigid plastic jacket. The
widely used standard for traditional diskettes
permits only 1.44 MB of storage, not much in the
modern era where 4 MB images or 30 MB
programs are common place.

A state-of-the-art version, called the Super Disk, can
store 120 MB of information. Both the diskette and
the SuperDisk are the same size but have different
disk densities. Disk density refers to the number of
bits that can be stored per unit of area on the diskface surface. In contrast to a hard disk, a diskette and
SuperDisk are set in motion only when a command is
issued to read from or write to the disk. The 120 MB
SuperDisk combines floppy and hard-disk technology
to read and write to specially formatted floppy-size
disks. The SuperDisk drive reads from and writes to
the traditional diskette as well.

• Zip Disk The Zip drive reads and writes to 100 MB
Zip disks. The Zip disk and SuperDisk have storage
capacities of 70 and 83 floppy diskettes, respectively.
The diskette-based floppy disk drive is still standard
equipment on most PCs and will remain so during this
transition period to a new higher-density
interchangeable disk, such as the Zip disk or the
Super Disk. The iMac from Apple Computer doesn’t
come with a floppy disk drive, relying instead on CDROMs, local area networks, and the internet as
vehicles for the transfer of information and programs.

The Hard Disk
Hard disk manufacturers are working continuously
to achieve two objectives: (1) to put more
information in less disk space, and (2) to enable a
more rapid transfer of that information to/from
RAM. Consequently, hard-disk storage technology is
forever changing. There are two types of hard disk,
those that are permanently installed and those that
are interchangeable.

Figure 5-3. Fixed Hard Disk With Four Platters and Eight
Recording Surfaces.

A cylinder refers to similarly numbered concentric
tracks on the disk-face surfaces. In the
illustration, the read/write heads are positioned
over Cylinder 0012. At this position, the data on
any one of the eight tracks numbered 0012 are
accessible to the computer on each revolution of
the disk. The read/write heads must be moved to
access data on other tracks/cylinders.

• Permanently Installed Hard Disks.
Disks. Generally,
the 1- to 5.25-inch (diameter of disk) permanent
PC-based hard disks have storage capacities
from about 4 GB (gigabytes) to over 30 GB. A
30 GB hard disk stores about the same amount
of data as 20,000 floppies.
• Interchangeable Hard Disks.
Disks. The majority of
hard disks are permanently installed in the same
physical unit as the processor and diskette drive.

This, however, is changing with the introduction of
interchangeable hard disks, such as Iomega’s Jaz
Drive. The 3.5-inch Jaz Cartridge, which can store
up to 1 GB of information, is inserted and removed
as easily as the 3.5-inch floppy. The Jaz cartridges
are about the size of a stack of four floppies. The Jaz
drive’s performance is almost as good as that of a
permanently installed hard disk.
(Winii L. Rosch : Internet)

Part I. Comprehension Exercises
A. Put “T” for true and “F” for false statements.
Justify your answers.

F 1. Information on interchangeable disks can
........
not be stored offline.
F 2. Data are retrieved from temporary mass
.......
storage and stored permanently in RAM.

T
.......
3. An ASCII file is a text-only file that can
be read or created by any word processing program
or text editor.
T
.......
4. Both the diskette and the Super Disk are
the same size but have different disk densities.

F
.......
5. The Zip disk has a greater capacity for
storage than the Super Disk .

B. Choose a, b, c, or d which best completes each
item.
1. Which of the following is NOT a type of file?
a. Audio
b. Spreadsheet
c. Source program
d. Book

2. Magnetic tape storage provides inexpensive ……… storage.
a . Archival
c. cache

b. random-access
d. direct-access

3. Which of the following has the greatest storage capacity?
a. The traditional floppy
c. The Super Disk

b. The Zip disk
d. The CD-RW disk

4. Which of these statements is NOT true?
a. Disk manufacturing has greatly improved.
b. User-written instructions to the computer are directly executed.
c. Hard disks are of two types.
d. Interchangeable disk drives commonly needed on PCs are of
three types.
5. The standard size for common diskettes is ………. inches .
a. 3.25
b. 3.5
c. 3.75
d. 5.25

C. Answer the following questions orally.
1. What is a Web page file compatible with?
It is compatible with the word wide web and internet browsers.

2. What does an archival storage refer to?
It refers to the interchangeable disk drive.

3. Name some interchangeable magnetic disks.
Traditional diskette, super disk ,and zip disk.

4. Explain the characteristics of Jaz cartridge.
It can store up to 1 GB of information, and it is inserted and
removed as easily as the 3.5 inch floppy.

5. What distinguishes the iMac from the Zip disk
and the Super Disk?
The iMac doesn’t come with a floppy disk drive.

Part II. Language Practice
A. Choose a, b, c, or d which best completes
each item .
1. A/An ……… file contains high-level
instructions to the computer that must be
compiled prior to program execution.
a. graphic
b. source program
c. audio
d. executable program

2. The ……… positions the read/write heads over
the appropriate track.
a. access time
b. disk drive
c. access arm
d. tape drive
3. The ……… is the component of a disk drive or a
tape drive that reads from and writes to its
respective storage medium.
a. disk track
b. Jaz drive
c. read/write head
d. disk sector

4. The......... contains the read/write mechanism
for the magnetic tape storage medium.
a. tape back up unit
b. disk drive
c. disk optimizer
d. tape drive
5. The ......has storage capacity of 83 floppy
diskettes.
a. SuperDisk
b. Jaz cartridge
c. Zip disk
d. none of the above

B. Fill in the blanks with the appropriate form of
the words given.

1. Interchange
a. The words ‘arithmetic-logic’ and ‘arithmeticinterchangeably
logical’ can be used ………………
interchange
b. There is often an ……………of
ideas among
computer scientists.
c. There is a big difference between an input and an
interchanged
output. These cannot be ……………

2. Install
Installing a computer in a company is the
a. …………
work of technicians and engineers.
to install
b. Our technicians helped …………
a
microcomputer system in a language school.
installed at the university is
c. The computer …………
the IBM-370 and has many peripherals.

3. Digitize
a. A digital camera records images digitally
…...... rather
than on film.
b. Digital convergence refers to the integration of
computers , communications , and consumer
digital
electronics, with all having ………
capabilities.
digitized so that they can be
c. Data must be ………
interpreted by computers.
d. A video file contains digitized
……… video frames that
when played rapidly produce motion film.

4. Magnetize
magnetic storage devices that
a. Disk drives are …………
record data on flat rotating disks.
Magnetic
b ………
optical technology is an erasable
recording technology that incorporates
attributes of both magnetic and optical
storage technologies.
c. The principle underlying the storage of
magnetism
information in computer memories is …………

5. Organize
organization chart indicates by position titles
a. An ……………
the formal place in the organization of each job.
organizations
b. Some ……………
have developed standard
manuals that spell out the steps to be completed
during the data gathering phase.
c. People may penetrate an organization’s
computer system. Regardless of their motives, they
may erase data or cause other damage to vital
organizational systems.
……………

C. Fill in the blanks with the following words.
beings

,

operating
variety ,

, computer
duplicates ,

, programs
virus.

,

variety
Computers can get sick just like people. A/An …………
of
highly contagious ‘viruses’ can spread from computer to
computer much the way biological viruses do among human
…………
beings Just as a virus can infect human organs.
............
virus can infect programs and databases. It can
A computer ……
duplicates of itself within legitimate programs, such
also hide …………
as a/an operating
………… system or a word processing program.
programs reside on and are passed
These viruses, which are …………
between magnetic disks.

D. Put the following sentences in the right order to
form a paragraph . Write the corresponding letters
in the boxes provided.
a.

b.
c.

To help you find your vehicle, large parking lots
are organized with numbered parking places in
lettered zones .
The operating system does that for us. All we
have to know is the name of the file.
Mass storage is much like a parking lot for files.

d.

e.
f.

Files are stored in numbered ‘parking places’ on
disk for retrieval. Fortunately, we do not have to
remember the exact location of the file.
The same is true with files and mass storage.
In a parking lot, a variety of vehicles - cars,
buses, trucks, motor cycles, and so on - are put
in parking places to be picked up later.
Similarly, all sorts of files are ‘parked’ in
individual spots in mass storage, waiting to be
retrieved later.
c

f

a

e

d

b
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Section Two. Further Reading

Optical Laser Disks : High-Density Storage
Some industry analysts have predicted that optical
laser disk technology eventually may make magnetic
disk and tape storage obsolete. With this technology,
two lasers replace the read/write head used in
magnetic storage.
One laser beam writes to the recording surface by
scoring microscopic pits in the disk, and another laser
reads the data from the light-sensitive recording
surface. A light beam is easily deflected to the desired
place on the optical disk, so a mechanical access arm
is not needed.

Optical technology opens the door to new and
exciting applications. Already this technology is
leading the way to the library of the future. Because
the world’s output of knowledge is doubling every
four years, the typical library is bursting at the
seams with books and other printed materials. With
library budgets declining, it may be impractical to
continue to build structures to warehouse printed
materials. Perhaps the only long- term solution for
libraries is to move away from storing printed
materials and toward storing information in
electronic format-possibly some form of optical disk.

Perhaps in the not-too-distant future we will check
out electronic ‘books’ by downloading them from a
library’s optical disk to our personal optical disk.
In such a library of the future, knowledge will be
more readily available and complete. In theory, the
library of the future could have every book and
periodical ever written. And, a ‘book’ would never
be out on loan.
Optical laser disks are becoming a very inviting
option for users.

These disks are less sensitive to environmental
fluctuations, and they provide more direct-access
storage at a much lower cost than does the magnetic
disk alternative. Optical laser disk technology is still
emerging and has yet to stabilize. Several
technologies are introduced in this section: CDROM and DVD, CD-R, CD-RW, and WORM disks.
Figure 5-4. CDCD-ROM Organization.
Organization.

A laser beam detector interprets pits and lands,
which represent bits (1s and 0s), located within the
sectors in the spiraling track on the CD-ROM
reflective surface.

CD-ROM and DVD : The Technology
CD-ROM, a spinoff of audio CD technology,
stands for compact disk-read-only memory. The
name implies its application. Once inserted into the
CD-ROM drive, the text, video images, and so on
can be read into RAM for processing or display.
However, the data on the disk are fixed - they
cannot be altered. This is in contrast, of course, to
the read/write capability of magnetic disks.
Data are recorded on the CD-ROM’s reflective
surface in the form of pits and lands.

The pits are tiny reflective bumps that have been
burned in a laser. The lands are flat areas
separating the pits. Together they record only
binary (1s and 0s) information that can be
interpreted by the computer as text, audio,
images, and so on.
Popular CD-ROM drives are classified simply as
24X, 32X, and 40X. These spin at 24, 32, and 40
times the speed of the original CD standard.

The speed at which a given CD-ROM spins depends on the
physical location of data being read.

The data pass over the movable laser detector at the
same rate, no matter where the data are read.
Therefore, the CD-ROM must more quickly when
accessing data near the center.
The laser detector is analogous to the magnetic
disk’s read/write head. The relatively slow spin rates
make the CD-ROM access time much slower than
that of its magnetic cousins. A CD-ROM drive may
take 10 to 50 times longer to ready itself to read the
information. Once ready to read, the transfer rate
also is much slower.

The introduction of multidisk CD-ROM
player/changers enables ready access to vast
amounts of online data. This device is like a CD
audio player changer in that the desired CDROM can be loaded to the CD-ROM disk drive
under program control. These CD-ROM
player/changers, sometimes called jukeboxes, can
hold from 6 to more than 500 CD-ROMs. The
larger jukeboxes have multiple drives so that
network users can have simultaneous access to
different CD-ROM resources.

Just as CD-ROMs become mainstream
equipment, DVDs are poise replace them. The
DVD (Digital Video Disk) looks like the CD and
the CD-ROM, but it can store from seven to
fourteen times as much information (up to about
10 gigabytes). A DVD can store the video for a
full-length movie .

CD-ROM and DVD Applications
The tremendous amount of low-cost direct-access
storage made possible by optical laser disks has
opened the door to many new applications. The
most visible application for CD-ROM is that it has
emerged as the media-of- choice for the
distribution of software. CD-ROM has the capacity
to store massive sound, graphics, motion video,
and animation files needed for multimedia
applications. Many of the thousands of
commercially produced CD-ROM disks contain
reference material. The following is a sampling of
available CD-ROM disks.

CD-R: Creating CD-ROMs Locally
Most of the world’s PCs have CD-ROM drives. This
rapid and universal acceptance of CD-ROM has given
rise to another technology-CD-R, Compact DiskRecordable. Locally produced CD-R disks, which will
play in any CD-ROM drive, are created on CD writers.
CD Writers are peripheral devices that can write once
to a CD-R disk to create an audio CD or a CD-ROM.
Writable CD-ROM: The HP Sure Store CD-Writer
4020i is an internal compact disk record-once system
that comes with a complete software suite for creating
custom CDs, along With the necessary media, cards,
and cables to begin recording immediately.

First the CD-ROM, Then CD-R,
Now CD-RW
People are still celebrating the arrival of CD-R and
a new CD technology is introduced - CD ReWritable (CD-RW). This technology goes one
step further, allowing users to rewrite to the same
CD media, just as is done on magnetic disk media.

WORM Disks
Write once, read many optical laser disks, or WORM
disks, are used by end user companies to store their
own proprietary information. As with CDROMs, once
the data have been written to the medium, they can
only be read, not updated or changed. WORM disk
cartridges can store greater volumes of information
than can a CD-ROM. Typically, WORM applications
involve image processing or archival storage.

A single mainframe- based 200-gigabyte (GB)
WORM disk can store more than 3 million digitized
images the size of this page. A good example of an
image processing application is an ‘electronic
catalog’. The retailer digitizes images of items for
sale and stores these images for ready access on
WORM disks. A customer can see the item while
reading about it when perusing a retailer’s Internetbased electronic catalog. And, with a few
keystrokes, the customer can order the item as well.
(Winn L. Rosch : Internet)

Comprehension Exercises
A. Choose a, b, c, or d which best completes each item.
1. Paragraph two mainly discusses ……… .
a. various applications of optical technology in the
near future.
b. modern technology used to satisfy man’s need in
the library of the future.
c. why man prefers modern libraries to conventional
ones.
d. why and how electronic libraries should substitute
the present libraries.

2. CD-RW technology is ……… .
a. rewritable
b. read-only
c. non-writable
d. write-only
3. The CD-ROM drive specifications 24x, 32x, and
40x refer to its ……….
a. speed
b. diameter
c. storage capacity
d. access time
4. Which of these is poised to replace the CD-ROM?
a. CD-RW
b. jukebox
c. CD-R
d. DVD

5. Which of these statements is true?
a. CD-ROM is a by-product of audio CD
technology.
b. CD-ROM is read-only.
c. CD writers are peripheral devices that
can write once to a CD-R.
d. all of the above.

6. According to the text , ……… .
a. pits and lands record read/write binary
information.
b. jukebox refers to a player/changer that can
handle multiple CD-ROMs.
c. a WORM disk cartridge has less capacity
than a CD-ROM.
d. DVD drives cannot play CD-ROMs and CDs.

7. It is true that ……… .
a. The spinning rate of a CD-ROM is
dependant upon the location of the data
being read.
b. The pits are flat areas separating the lands.
c. The laser detector is identical with the
magnetic disk’s read/write head.
d. The CD-ROM access time is much faster
than that of its magnetic counterpart.

B. Write the answers to the following questions in the
spaces provided.
1. What are the advantages of optical disk storage

over magnetic disk storage?
These disks are less sensitive to environmental fluctuations, and they
provide more direct-access storage at a much lower cost than does the
magnetic disk.

2. What is the mechanism of optical laser disk
technology based on?
It has two lasers.one laser beam writes to the recording surface, and
another laser reads that data.

3. How are CD-ROMs produced locally?
They are created on CD writers.

4. What does the author compare CD-R to?
He compares it to CD-RW.

5. Name the main categories of optical laser disks.
CD-ROM and DVD,CD-R,CD-RW, and WORM disks.

6. What is the usual application of WORM disks?
Typically, WORM applications involve image processing or archival
storage.

Section Three : Translation Activities
A. Translate the following passage into Persian.

Electronic Publishing : Saving the Trees
For centuries , the words and images of the world
were published and viewed on paper . That’s
changing. The ability to store and retrieve massive
amounts of information from online storage (various
types of disk) and the ability to make that information
available through the Internet and networking has
resulted in enthusiastic acceptance and use of
electronic publishing .

Historically, word processing and desktop
publishing software have been used to produce
documents that can be physically distributed in
hard copy-letters, periodicals, magazines, books,
reports, manuals, and many other Forms of written
communication and documentation. However, more
and more of what we write never makes it to paper.
Look at written correspondence. A few years ago,
we wrote letters and memos, but today email
outnumbers print correspondence 200 to 1.

An alternative to producing hard-copy documents is
electronic publishing. In electronic publishing,
electronic documents are created that can be
retrieved from disk storage. Electronic documents,
also called online documents, are normally found on
a hard disk (the PC’s, the network server’s or an
Internet server’s). Electronic documents are also
distributed on CD-ROM or DVD. All such
documents are designed to be viewed on a monitor
and most are interactive.

The business world is now linked via the Internet,
intranets (an Internet within an organization), and
extranets (an intranet that is partially accessible to
authorized outsiders, such as suppliers and
customers). This linking of the world has
revolutionized the way we enter, retrieve, send,
maintain, and view information. This worldwide
networking has made it possible for business to move
toward greater use of electronic publishing.

B. Find the Persian equivalents of the following terms
and expressions and write them in the spaces provided.
 بازوی دستيابی

1. Access Arm
 فايل صوتی
2. Audio File
CD  ايستگاه توليد
3. CD Production Station
 قابل نوشتن مجددCD 
4. CD - ReWritable
CD  ضبط کننده
5. CD Writer
 ديسک فشرده قابل ضبط
6. Compact Disk-Recordable (CD-R)
 ديسک ويدئويی ديجيتالی
7. Digital Video Disk (DVD)

 تراکم ديسک

8. Disk Density

 نشر الکترونيکی

9. Electronic Publishing

 فايل

10. File

 ديسک مغناطيسی ثابت

11. Fixed Magnetic Disk
12. Graphics File

 فايل گرافيکی
 ديسک مغناطيسی قابل تعويض

13. Interchangeable Magnetic Disk

 گراننده ديسک مغناطيسی

14. magnetic disk drive

15. Magnetic Tape Drive
16. Mass Storage
17. Optical Laser
18. Source Program File
1 9. Spreadsheet File
20. Video File
21. Web Page File

 گراننده نوار مغناطيسی
 حافظه انبوه
 ليزر نوری
 فايل برنامه منبع
 فايل صفحه گسترده
 فايل ويدئو
 فايل صفحه وب
 بسيار خواندنی، ديسک يکبار نوشتنی

22. Write Once, Read Many Disk (WORM Disk)

