
Unit 2: Execute Basic Computer Operations TIP Chart 

Term Information Picture 
Defragment Reorganizing data stored on 

the hard drive so pieces of 
data are put back together 

 

Disk clean up Allows users to remove files 
that are no longer needed or 

that can be safely deleted 
 

Menu items List of options or commands 
presented to the user of a 

computer  

 

Ribbons Command bar that organizes 
a programs features into a 

series of tabs at the top of a 
window  

Toolbar A group of buttons or icons 
which are part of the open 

window or software 
program’s interface  

Dialog boxes Temporary window that 
displays additional 

information and asks a user 
for input 

 
files Collection of data stored in 

one unit often called a file 
name. 

 
Help menu used if you are having 

problems or want to find out 
how to do something 

 
Website Collection of web pages that 

share a unique domain name 

 



Logging on  Security measure that is 
enforced before allowing 

users to gain access 

 

Hardware Physical components that a 
computer system requires to 

function 
 

Software Tells a computer what to do 

 
Data Facts, figures or information 

stored in or used by a 
computer 

 
File formats Way  that information is 

encoded for storage on 
computer 

 
File extensions Suffix at the end of a 

computer file 

 
Web Part of the internet that can 

be looked at with a browser 

 
Scanner Uses a light beam to scan 

codes, text, or graphic 
images directly into a 

computer or computer 
system  

troubleshooting Diagnoses the source of a 
problem 

 
CD Compact disc, digital optical 

disc data storage format 
 

USB Universal serial bus, used to 
connect computers with 

input/output devices  



Hard drive Stores all of your digital 
content 

 
DVD Digital versatile discs, Used 

for data storage and platform 
for multimedia  

RAM Random-access memory, 
data storage for when your 

processor needs it 
 

Processor Responds to and processes 
the basic instructions that 

drive a computer  

 


