“Save the file onto your floppy by clicking the icon on the toolbar.”

Dear Teacher,


I don’t understand …

What’s a FILE and what’s a FLOPPY ?

How do I SAVE and how do I CLICK ?

Where’s the TOOLBAR and where is the ICON ?

Dear Student, you’re right.

These terms make no sense when you meet them for the first time.   Let me explain …..

A file :

Personal computers were originally designed for use in offices, so the way they work tries to mimic the activities and jobs you would do in an office.

One of the big jobs in any office is the filing.  All the letters, reports, memos, and so on have to be kept in an orderly way so they can be found whenever they are needed.  They are stored in cupboards or in filing cabinets with labels on the  drawers.  The drawers often contain rows of pockets, which can also have labels.  In the pockets we can keep folders, and again these can have labels. And in the folders we keep the individual pieces of paper with the letters, memos, accounts, drawings, plans, which have been written or typed or printed.

Computers are just the same.  Really.  On the computer we refer to any item which contains our work, (like a letter, or a set of accounts, and so on), as a FILE.

The floppy :

As I said when talking about files, a computer is just the same as an office.  It has a number of places where you can keep documents, and these places can be organised into folders, like the pockets of a filing cabinet.

We create the documents using one of the computer applications such as Microsoft Word, and when we have finished we put the documents somewhere safe.

Just like an office, the computer has more than one type of storage location.  These are called disks, because at their heart is a spinning disk of magnetic material which is used to record the information we have painstakingly typed into our document.  Most computers nowadays have at least two types of disk or disk drive as they are also called.  There is a large capacity disk built into the box of the computer, often called the hard drive.  This is referred to as the C: drive (using the letter C with a colon).  You can't remove this disk.

There is also a disk drive unit in the box of the computer which takes exchangeable  or removable disks.  The disks can be taken out of the drive and kept separate from the computer. They are smaller than the hard drive and have a lower storage capacity.  They can also be used to transfer information between computers.

On the early personal computers the exchangeable disks were housed in a cardboard package which was flexible, so they were called floppy disks.  Nowadays the package is made of rigid plastic, but we still call these exchangeable disks floppy disks.  The floppy disk drive is referred to as the A: drive (using the letter A with a colon).

To save the file on the floppy :

So now we know what a file is and what a floppy is, what do we mean by ‘save’ ?

Well, as we’ve discussed previously, we create the documents (letters and memos and so on) using a program or ‘package’ or ‘application’ like Microsoft Word.  But when we’ve finished typing, the document only exists in the computer’s memory, and this will fade away once we switch the computer off.

(More jargon, teacher!  Is there a tutorial like this to describe those words?

Yes, dear Student, there is.  Look for it later.)
So we need to save the document by copying it onto one of the disks, just like recording a video.  You can see the tv program live if you want, but once it is over it’s gone unless you record it on tape.  We record our documents on disk.

To click :
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Have you been using a mouse to create your documents?  I’m pretty sure you must have been.  The mouse is the ‘pointing device’ which is attached to the computer by a thin wire. You hold the mouse lightly between your thumb and your 3rd and 4th fingers, snuggled into the palm of your hand, with the wire away from you. You roll the mouse over a little mat next to the computer keyboard, using light movements of your fingers, (and not excessive movements of your arm), and the little symbol on the screen follows your actions.  If you know how to you can change the appearance of the pointer symbol, but usually it looks like an arrow head.  Also the appearance will often change as you point to different areas of the screen or ‘window’  (Yes I know it’s jargon.)

In the picture above the mouse pointer (a black arrowhead) is clearly visible.

You communicate with the computer by clicking a button on the mouse, in much the same way as you type a letter on the keyboard.  You press lightly and release immediately.

Most instructions you send to computer are done using the button which is under your index finger.  If the mouse has been set up for a right-handed person, you will need to hold it using your right hand, and you will click using the button on the left.  Sometimes there is a need to click the other button and this is referred to as ‘right-click’.

So ‘click’ means dab the button under your index finger, and ‘right-click' means dab the other button.

The toolbar :

Okay, we can click, but when and where do we do it ?

Well, you have to position the pointer symbol at an appropriate place !!  When we are telling the computer to do something for us, we use a sign language.  Just like in the movies when people who don’t know each other’s language have to communicate, they often wave their arms about and point to things.  For instance the shipwrecked sailor rubs his stomach and then points to his mouth.  The inhabitants of the island recognise this because it refers to a common activity  - eating -  so they give him food.

We do the same with the computer.  But because the computer can't see when we wave our arms around or touch objects in the room, we have to use a different sign language.  What we do is touch areas of the screen which have been given little jobs to do.  These little areas are are arranged in strips called toolbars. There are numerous toolbars available, each having a set of related instructions.

This picture shows the Standard toolbar and the formatting toolbar.

Standard

Formatting

The icon :

The toolbars have pictures called icons, which are supposed to remind us of the job, task or instruction they represent.  Sometimes it is difficult to recognise what the draftsman had in mind, for instance the icon we are currently trying to find !

Save icon

Well, here it is. It's supposed to look like a floppy disk, but we have only just heard about floppy disks at all, so we obviously have some problems recognising this little picture.  Perhaps in time the likeness will become more apparent.

However, don't despair. In case you don't ever recognise the icon you are looking for (any icon) all you have to do is move the mouse pointer over it for a short time and a legend should appear saying what it does - so, hover over it.

So here the mouse pointer hovers over the Save icon, and a legend appears saying 'Save'.

Now you can click.

“Save the file onto your floppy by clicking the icon on the toolbar.”

Dear Student,  congratulations.  You did it.

Dear Teacher
Save Files onto the Floppy
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