
Basic Office Software I

Unit 2



Criterios de Evaluación

Bloque VI: TECNOLOGÍA DE LA INFORMACIÓN Y DE LA COMUNICACIÓN
1. Distinguir las partes operativas de un equipo informático, localizando el conexionado 
funcional, sus unidades de almacenamiento y sus principales periféricos. CD, CMCT, CCL.
2. Utilizar de forma segura sistemas de intercambio de información. Mantener y optimizar el 
funcionamiento de un equipo informático (instalar, desinstalar y actualizar programas, etc.). 
CD, SIEP.
3. Utilizar un equipo informático para elaborar y comunicar proyectos técnicos. CMCT, CD, 
SIEP, CSC, CCL.
4. Aplicar las destrezas básicas para manejar sistemas operativos, distinguiendo software libre 
de privativo. CD, SIEP, CCL.
5. Aplicar las destrezas básicas para manejar herramientas de ofimática elementales 
(procesador de textos, editor de presentaciones y hoja de cálculo). CD, SIEP, CCL.
8. Valorar el impacto de las nuevas tecnologías de la información y la comunicación en la 
sociedad actual. CD, CSC, CEC.
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Bloque II – Crit3

Bloque I – Crit4

Bloque I – Crit5

Bloque II – Crit8



INDEX

1. Operating systems

2. Computer system security.

3. Presentation programs.

4. Word preocessors



Operating Systems

An operating system is the central software that allows to
use and administer correctly all of the system’s resources.
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O.S. Exploration

• Directories-subdirectories
(hierarchical tree) structure.

• Each folder can contain multiple
folders that depend on it.

• When you delete a folder, you
also delete any folder inside it.

• It’s not allowed to save two or
more files or folders with exactly
the same name.



Files

• They are created and edited through applications.

• Files are identified by its name and extension.

– The name is given by the user(s).

– The application provides the extension.

• Applications are only able to open and 
manage/run a limited number of extensions.

They are a set of bits stored in a device that digitally
code the information given by the user(s).



Files





MS-Windows O.S. Layout



MS-Windows O.S. Exploration





GNU/Linux O.S. Layout







Activities

Watch this video and explain in your own words
what you have understood about O.SS.

Click here to watch the video in Youtube

You can research in any other resource on the cloud

https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
https://youtu.be/5VVq7qOftd0
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Operating system manteinance

Preventative and periodic manteinance to the
computer’s software.

• Hard drive analysis and freeing up disk space

• Defragmentation of the hard drive.

• Registration of the system’s restore points

A computer is a dynamic machine whose contents need to be updated, 
in order to keep the computer safe from the continuous dangers.



Free operating systems

Richard Stallman

Linus Torwalds





Computer system security

Threats

Logical
threats

From flash 
drives

From
internet 

Malicious
webpages

Files through
email

P2P 
networks

Instant message
services

Physical
threats
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Security measures

Passive Security measures: 

• They are activated after an attack.

• Some of them requires previous actions:

– Making backup copies.

– Creating a disk image.

– Storing data on external memories.

– Scanning of the system using updated antivirus.



Security measures

Active Security measures: 

• They involve the use of antimalware tools on a 
regular basis:

– Antivirus, which have to be constantly updated.

– Antyspyware (frequently added with antivirus).

– Web filtering software. Access denied to a web 
blacklist.

– Firewall:  Blocker or filter of incoming or outgoing
traffic.



Security measures


