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To the Student

W

ould you like to be promised success in this course? Your textbook, Discovering Computers 2003: Concepts for a Digital World, can be a source of the knowledge you need to succeed. Unfortunately, no textbook alone can guarantee understanding of the subject matter; genuine understanding depends to a great extent on how hard you are willing to work. Other available resources, however, can help you to get the most out of this course. That is the intent of this Study Guide.

What follows are tips on using the textbook, attending class, preparing for and taking tests, and utilizing this Study Guide. Most of the tips in the first three areas not only will help to improve your performance in this course, they also can be applied to many of your other college classes. The tips in the last area are designed to explain how this Study Guide can enhance your mastery of the material in Discovering Computers 2003: Concepts for a Digital World.
( Using the Textbook

The textbook is one of your most important tools for building a solid foundation in the subject matter. To use your textbook most effectively, follow these guidelines:

Survey the whole text first. The table of contents supplies an overview of the topics covered. The preface explains the textbook’s objectives and features. Notice how chapters are organized, the way key terms and concepts are indicated, how illustrations and tables are used, and the types of exercises that conclude each chapter. Look for special features interspersed throughout the book and use the index to clarify information.

Start by skimming the chapter. Read the chapter introduction, which gives you an idea of the chapter’s relevance, and study the chapter objectives, which indicate what you are expected to learn. Next, browse the chapter. Look at the section headings to get a feeling for how sections are related to each other. Note bold text – these terms are important. Primary Terms are shown in bold black characters and include terms commonly used in the computer industry and in advertisements, or terms that identify a major category. Secondary Terms are shown in bold blue-gray characters and include terms primarily used by IT professionals and other technical people, terms that identify subcategories, or terms that are discussed in more depth in a later chapter. Finally, read the Chapter Summary at the end of the chapter. The summary restates, in broad terms, the major concepts and conclusions offered in the chapter.

Carefully read the entire chapter. Some instructors prefer that you only skim a chapter before class, and then do a detailed reading after their lecture. Other instructors want you to read the chapter thoroughly before class. When you read through the text, make sure you understand all of the key terms and concepts. Pay particular attention to illustrations (photographs, diagrams, and tables) and their captions; often, they can help clarify ideas in the text. Examine the boxed write-ups interspersed throughout the chapter (Issue, Apply It!, Technology Trailblazer, Company on the Cutting Edge) and use the Web Links in the margins to obtain additional information. Write in your book: highlight important points, note relationships, and jot questions. Read the E-Revolution section that concludes each chapter in Discovering Computers 2003: Concepts for a Digital World. This section describes various resources that are available on the World Wide Web. Carefully examine the review material (In Summary) and list of important words (Key Terms). If there is anything you do not remember or understand, go back and re-read the relevant sections. Do the exercises that deal specifically with the content of the chapter (Checkpoint). Finally, complete any additional exercises (Learn It Online, In the Lab, or Web Work) that your instructor may assign.

( Attending Class

Attending class is a key ingredient to success in a course. Simply showing up, however, is not enough. To get the most out of class, follow these guidelines:

Arrive early and prepared. Sit close enough to the front of the room to hear well and see any visual materials, such as slides or transparencies, clearly. Have any necessary supplies, such as a notebook and writing implement or a notebook computer, and your textbook. Be ready to start when your instructor begins.

Take notes. For most people, taking notes is essential to later recall the material presented in class. Note-taking styles vary: some people simply jot down key words and concepts, while others prefer to write more detailed accounts. The important thing is that the style you adopt works for you. If, when you later consult your notes, you find they do little to help you remember the subject of the lecture, perhaps you should try to be more comprehensive. On the other hand, if you find that in taking notes you frequently fall behind your instructor, try to be briefer. Review your notes as soon as possible after class.

Do not hesitate to ask questions. Often, people are afraid to ask questions because they think they will appear foolish. In reality, asking good questions is a sign of intelligence; after all, you have to be insightful enough to realize something is unclear. Keep in mind that frequently your classmates have the same questions you do. Good questions not only help to clarify difficult topics, they also increase the depth of your understanding by suggesting relationships between ideas or establishing the significance of concepts. Learn the best time to ask questions. In small classes, sometimes it is possible to ask questions during instruction. In a larger setting, it may be best to approach your instructor after class or to make an appointment. If you feel really lost, your instructor may be able to recommend a peer tutor or an academic counseling service to help you.

( Preparing for and Taking Tests

Tests are an opportunity for you to demonstrate how much you have learned. Some strategies are certain to improve performance on tests. To do your best on a test, follow these guidelines:

Find out as much as you can about the test. Ask your instructor what material will be covered, what types of questions will be used, how much time you will have, and what supplies you will need (pencil or pen, paper or bluebook, perhaps even notes or a textbook if it is an open-book test). You will be more likely to do your best work if there are no surprises. Occasionally, copies of previous tests are available from the department or school library. These are invaluable aids in test preparation.

Use your resources wisely. Start studying by reviewing your notes and, in Discovering Computers 2003: Concepts for a Digital World, the In Summary section at the end of each chapter. Review carefully and attempt to anticipate some of the questions that may be asked. Re-read the sections in your textbook on topics you are not sure of or that seem especially important. Try to really comprehend, and not merely memorize, the material. If you truly understand a concept, you will be able to answer any question, no matter what type or how it is worded. Understanding often makes remembering easier, too; for example, if you know that an ink-jet printer works by spraying dots of ink on a page, it is simple to recall that ink-jet printer resolution is measured in dots per inch (dpi). When memorizing is necessary, use whatever technique works (memory tricks, verbal repetition, flash cards, and so on).

Avoid cramming. To prepare for an athletic contest, you would not practice for twelve straight hours before the event. In the same way, you should not expect to do well on a test by spending the entire night before it cramming. When you cram, facts become easily confused, and anything you do keep straight probably will be remembered only for a short time. It also is difficult to recognize how concepts are related, which can be an important factor in successful test taking. Try to study in increments over a period of time. Use the night before the test to do a general review of the pertinent material, concentrating on what seems most difficult. Then, get a good night’s sleep so you are well rested and at your best when it is time for the test.

Take time to look through the test. Arrive early enough at the test site to get properly settled. Listen for any special instructions that might be given. Skim the entire test before you start. Read the directions carefully; you may not have to answer every question, or you may be asked to answer questions in a certain way. Determine the worth of each part, the parts you think can be done most quickly, and the parts you believe will take the longest to complete. Use your assessment to budget your time.

Answer the questions you are sure of first. As you work through the test, read each question carefully and answer the easier ones first. If you are not certain of an answer, skip that question for now. This guarantees that you get the maximum number of “sure” points and reduces worry about time when later dealing with the more difficult questions. Occasionally, you will find that the information you needed to answer one of the questions you skipped can be found elsewhere in the test. Other times, you will suddenly remember what you need to answer a question you skipped as you are dealing with another part of the test.

Use common sense. Most questions have logical answers. While these answers often require specific knowledge of the subject matter, sometimes it is possible to determine a correct answer with a general understanding and a little common sense. As you work through a test, and when you go back over the test after you are finished, make sure all your answers are reasonable. Do not change an answer, however, unless you are sure your first answer was wrong. If incorrect answers are not penalized any more than having no answer at all, it is better to try a logical guess than to leave an answer blank. But, if you are penalized for incorrect answers (for example, if your final score is the number of correct answers minus the number of incorrect answers), you will have to decide whether or not to answer a question based on how confident you are of your guess.

( Using this Study Guide

The purpose of this Study Guide is to further your understanding of the concepts presented in Discovering Computers 2003: Concepts for a Digital World. Each Study Guide chapter should be completed after you have finished the corresponding chapter in the book. The Study Guide chapters are divided into sections, each of which has a specific purpose:

Chapter Overview This is a brief summary of the chapter’s content. The Chapter Overview helps you recall the general nature of the information in the chapter.

Chapter Objectives This is a list of the same objectives that introduce the chapter in the book. After completing the chapter, review the Chapter Objectives to determine how many of them you have met. If you have not reached an objective, go back and review the appropriate material or your notes.

Chapter Outline This is a partially completed outline of the chapter with page numbers where topics can be found. The Chapter Outline is designed to help you review the material and to assist you in organizing and seeing the relationships between concepts. Complete the outline in as much depth as you feel necessary. There is no one “right answer” in the Chapter Outline. Because your completions should be meaningful to you, they may be different from a classmate’s. You can refer directly to the text as you work through the outline while re-reading the chapter, or you can fill in the outline on your own and then use the text to check the information you have supplied.

Self Test This is a tool you can use to evaluate your mastery of the chapter. The Self Test consists of five different types of questions: matching, true/false, multiple choice, fill in the blanks, and complete the table. Take the Self Test without referring to your textbook or notes. Leave any answer you are unsure of blank or, if you prefer, guess at the answer but indicate you were unsure by placing a question mark (?) after your response. When you have finished, check your work against the Self Test Answers at the end of the Study Guide chapter. Each answer is accompanied by the page number in Discovering Computers 2003: Concepts for a Digital World where the answer can be found. Review any solution that was incorrect or any reply that was uncertain.

Things to Think About These questions are meant to help you better grasp the information in each chapter. Because specific answers to the Things to Think About questions will vary, no solutions are given. The true purpose of these questions is to get you to contemplate the “why” behind concepts, thus encouraging you to gain a greater understanding of the ideas, their connections, and their significance.

Puzzle This activity is designed to review important terms in an entertaining fashion. The Puzzle in each chapter is one of four types: a word search puzzle, a crossword puzzle, a puzzle in which words must be placed in a grid, or a puzzle involving words written in code. Every puzzle offers definitions or descriptions and asks you to supply the associated term. The solution to each puzzle is given.
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