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Computing basics 
 (Core) 

 
 

1.2 
 

Finding computer based information 
(Core) 
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Making presentations using Microsoft PowerPoint 
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 A computer activity 
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Glossary 
 

Desktop The computer screen showing some program icons and 
folders 
 

Hypertext or Hypertext link Text (or pictures) that take us to more information. Often 
a hypertext link is shown by text that is underlined with a 
coloured line (usually blue or red) 
 

Menu A list of items on the computer screen that we can select 
from 
 

Link This text that is a different colour and underlined. When 
we select it we are taken to a new piece of information. 
This is sometimes called a hyperlink. 
 

Pinpointer window This is a window that we can use to search for 
information in Encarta 
 

Fact box  A special box of specific information in Encarta 
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Finding Computer Based Information 

Introduction 
Computers can storing information, help us to find stored information and present 
information. Information that computers can access is in electrical form and it is 
sometimes called digital information. This is one of the main reasons why we are 
teaching you to use computers, so that you can access information available at the 
Learning Centre and so you can use a computer to prepare and present information. 
Once you learn how to use computers you will be able to use them in your study at the 
College, for example to prepare assignments.  

A project 
In this unit you will need to do some research on a topic and prepare a report using a 
computer. Don’t worry; we will help you do this. In this module we will look at ways of 
finding information. In later modules we will look at ways of re-presenting information.  

Forms of information   
At college you can get information in many forms. Your lecturers present information 
in their lectures as they talk and as they hand out materials. You can also get lots of 
information from the College Library and from newspapers, radio and television. You 
also gather information when you talk to others or observe things happening around 
you. In the Learning Centre the computers can help you access more information. Some 
of this information is held on the Centre’s server and other information is on the hard 
drive of the individual machines in the learning centre or is available on CDRoms.  
 
For this module we will be using an electronic encyclopaedia called Encarta. Encarta is 
an encyclopaedia, just like the encyclopaedia in your Library though as well as having 
text and pictures it also has sound and video clips. You can use a computer to search for 
and display information stored on Encarta.  
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Using Encarta 
 

 
Starting Encarta up 
1. If your computer is not on then you will have to start your computer first.  

Encarta is found on the desktop of your computer.  
2. Double click on the Encarta icon on the computer desktop to start Encarta 
3. You will get a screen that looks like the one below, which is the Main Menu 
 

 
Figure 1: The start-up screen of Encarta 

 
 

  
You will notice that there is a list of item in the Encarta main menu. The items in the 
Main Menu are: 
 

• Encyclopaedia articles 
• Media features 
• Online features 
• Dictionary 
• Overview 

 
You can explore some of these items later but first we are going to look at the 
Encyclopaedia articles. 
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Finding articles in Encarta 
1. We are going to search Encarta for an article 
2. Use your mouse to click on the first item in the Main Menu – ‘Encyclopaedia 

articles: find and view articles’  
3. A new window will appear with a little window in it with the title ‘Pinpointer’. 

Don’t worry about all of the other information on the screen at the moment, just 
look at the Pinpointer window, it looks like the picture below. 

 

 
Figure 2: The Pinpointer – used to search for information 

 
4. The large white rectangle in the pinpointer window has a list of articles. You can 

use the scroll bar on the right of this list to scroll through the list – take a look 
(to scroll up and down the list use the arrows at the top and bottom of the scroll 
bar). If you move to an article then you can get back to the Pinpointer by using 
the left arrow on the top menu bar.  

5. The Pinpointer also tells us how many articles are in our Encarta – how many 
are there? 

6. We can search for an article using the smaller rectangle box (search box) with 
the heading ‘Type in an article title’. Move your mouse and click in this box and 
type the words ‘Papua New Guinea’. As you do this you will notice that the 
article list changes and by the time you type ‘Papu’ you will see Papua New 
Guinea alone in the list 
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Figure 3: Finding information in the Pinpointer 

 
7. Press the ‘Enter’ key on your computer. 
8. An article on Papua New Guinea will appear. You can move around the article 

by using the scroll bar on the right hand side of the screen. You can also go to 
other windows or links in this article by clicking on the red text. To return to the 
main article click the left arrow at the top of your screen near the ‘Find’ item.  

9. Look at the article and answer the questions in the exercise below. 
 
 

 2.1 Activity One 

Answer the following questions from the article on Papua New Guinea in 
Encarta. 

1.  What is the temperature range in the lowlands of Papua New 
Guinea? 

2. What country took control of the northeastern section of PNG in 
1884? 

3. What country took control of Papua in 1906? 
4. What year did PNG’s constitution come into effect? 
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5. How many cattle were estimated to be in PNG in 1995? 
If you finish this task why not find some information on another country or 
topic of your choice. 

 

Using information from Encarta 
 
So far we have just asked you to read information that you have found in Encarta and 
answer some questions. The answers to the question that we asked can all be found in 
the one article. However, sometimes you might have to look at different articles to find 
information that you need. For example, if you were asked to find information on 
different countries you would have to search for articles on each of the countries that 
you are interested in. When you answer an assignment question you will have to collect 
information and answer the question in your own words. It is not correct just to copy 
down the words that you find about a topic. Also, you need to indicate where you have 
found the information that you are presenting even after you change this to your own 
words. You should check with your lecturer on how to acknowledge other people’s 
ideas in your writing and how to construct a reference list. 
 

Our project 
For our project we will all cover the same topic question. This is so we can give you 
some guidance in these notes. Later on, as you do other assignments for other subjects, 
you might be studying different topics. The suggested topic for our project in this Unit 
is: 
 
 

Use Encarta to produce a brief report on Indonesia including the following 
information: 
• Brief overview  
• Climate 
• Population characteristics 
• Languages 
• Cultural highlights 

 
 
Let us start by using Encarta to look for some information on Indonesia 
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Finding out about Indonesia in Encarta 
1. Click on the ‘Find’ menu item—top left hand corner of the screen—to make the 

‘Pinpointer’ window appear. If the Pinpointer is still on the screen simply go to 
Step 2 below. 

2. Type ‘Indonesia’ in this box. You will note that in the articles list there are a 
number of articles on Indonesia. The best one for us to start with is the second 
item ‘Indonesia, Republic of’, so select this one with your mouse 

3. You will get a new window with information on Indonesia.  
4. You should see at the top left hand of your screen an ‘Indonesian fact box’ with 

picture of the Indonesian flag on it. If you ‘open’ this box with the ‘open’ button 
a new window appears with buttons, each giving additional information you can 
select. Take a look at these items. You may need to use the scroll bar inside this 
window to get around. You will need to close this ‘fact Box’ window when you 
have finished so you can look at the rest of the article—use the ‘close window’ 
button to do this. 

5. Use the scroll bar on the right hand side of the screen to scroll through the main 
article information just noting the main headings at first. You will see that there 
is a lot of information here, more than we want for our project. An extract of the 
main parts that we need for this project are included in these notes. 

6. Scroll back to the top of the article and go to those sections you might need 
information on (e.g. Population etc). You might notice some different pictures 
pop up, or some red hypertext take a look at these. Hypertext is active text that 
takes us to more information when we click on it.    

7. Don’t be afraid to look around and follow some of the different hypertext links. 

 2.2 Activity Two 

Answer the following questions on Indonesia 
 
1. What is the capital city of Indonesia? 
2. Approximately how many islands make up the Republic of Indonesia? 
3. What is the population of Indonesia? 
4. What is the most dominant religion of Indonesia? 
5. What is the main language of Indonesia? What other languages are there? 
 

Practice using Encarta  
You should spend some time practicing using Encarta to look for information. Try some 
other topics from some of the other subjects that you are studying at college. Also, at 
the Learning Centre, there are other sources of information that your lecturer will tell 
you about and you should take a look at these and see what information is available. 
The best way to learn how to use a computer is by using it and trying things out.  
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Preparing notes for our project 

 
You will need to start preparing some notes for your project on Indonesia. You should 
make some notes on the information that you get from Encarta on Indonesia that relate 
to the project question given earlier in this module. You can also get some information 
from the extract below, which has been taken from the Encarta article. You need to 
hand write about a paragraph for each sub topic of the project. Do this before your next 
class as you will learn how to type notes into the computer using Microsoft Word then.  
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Extract on Indonesian article in Encarta  
 
Note: this is just sections of the article and not the whole article 
 

Indonesia, Republic of:  island republic and largest nation of South East Asia, 
constituting most of the Malay Archipelago and including all of the former Netherlands 
Indies. Indonesia comprises more than 13,670 islands straddling the equator, 6,000 of 
which are inhabited. From the island of Sumatra in the west to that of New Guinea in the 
east, Indonesia stretches across some 5,150 km (3,200 mi) of ocean, or almost one 
eighth of the Earth’s circumference; Indonesia’s north-south spread is about 1,931 km 
(1,200 mi). The republic shares the island of Borneo with Malaysia and Brunei 
Darussalam; Indonesian Borneo, equivalent to about 75 per cent of the island, is called 
Kalimantan. The western half of New Guinea is the Indonesian province of Irian Jaya 
(formerly West Irian); the eastern half is part of Papua New Guinea. Kalimantan and Irian 
Jaya, together with Sumatra (also called Sumatera), Java (Jawa), and Sulawesi 
(Celebes) are the largest islands of Indonesia, and account for about 95 per cent of its 
land area. The smaller islands, including Madura, Timor, Lombok, Sumbawa, Flores, and 
Bali predominantly form part of island groups. The Moluccas (Maluku) and the Lesser 
Sunda Islands (Nusatenggara) are the largest island groups. The marine frontiers of 
Indonesia include the South China Sea, the Celebes Sea, and the Pacific Ocean to the 
north, and the Indian Ocean to the south and west. Indonesia has a land area of 
1,919,317 sq km (741,903 sq mi). The capital and largest city is Jakarta. 
 

Climate  
 
Indonesia’s climate is tropical, with two monsoon seasons—a wet season from 
November to March and a dry season from June to October. The weather is more 
moderate between monsoons. The northern islands have only slight differences in 
precipitation during the wet and dry seasons; the southern islands east of Java have 
more sharply defined dry seasons, which increase in length with proximity to Australia. 
Humidity is generally high, averaging about 80 per cent yearly; the daily temperature 
range (about 20° to 32° C/about 70° to 90° F at Jakarta) varies little from winter to 
summer. Rainfall in the lowlands averages about 1,780 to 3,175 mm (about 70 to 125 in) 
annually; in some mountain regions it reaches about 6,100 mm (240 in). 

 

Population 

Indonesia’s position as a point of juncture between Asia and Australasia and as a focus 
of diversity is reflected in its human population as well as its fauna. The islands contain 
people of more than 330 ethnic groups, speaking 250 distinct languages; adherents of all 
the world’s major religions are found, as well as a variety of indigenous ones. However, 
some broad categories can be distinguished. The majority of the population is related to 
the peoples of East Asia, with considerable mixing over the centuries with people of Arab, 
Indian, and European stock. This population is concentrated in the islands west of, and 
including, Sulawesi and Flores. The population of the islands to the east of this line is 
predominantly of Melanesian origin (see Melanesia). 
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Within the western islands, three broad ethno-cultural groupings can be discerned. The 
first two are predominantly of mixed Malay origin. They are the inland wet rice-growing 
peoples who have been historically dominant and who make up two thirds of the national 
population; and the coastal peoples. The former include the Javanese, Mudarese, 
Sundanese, and Balinese; the latter, the Malays of Sumatra and the Makasarese of 
southern Sulawesi. The third group are the indigenous tribal peoples of Austronesian 
origin, including the Dayak of Borneo and the Toraja of Sulawesi, who tend to live in small 
groups and practise shifting cultivation. Important ethnic groups who do not fit into these 
divisions include the Batak and Mimangkabua of Sumatra, and the Minahasa of 
Sulawesi. 

The eastern islands contain many distinct ethnic groups, the main cultural division is 
between the coastal peoples and the interior or “bush” peoples. In the Moluccas, the 
coastal peoples include the Ambonese, while those of the interior include the Alfur. In 
Irian Jaya, the indigenous Papuans of the interior, helped by their isolation, have retained 
a culture that is highly distinctive from that of other Indonesians. The coastal Papuans 
have mixed with Indonesians from other islands and have closer cultural affinities with 
those of neighbouring Melanesian peoples to the east and south of Irian Jaya. 

The largest non-indigenous group in Indonesia is the Chinese; most Chinese have been 
in the country for generations and the community has developed distinct local dialects 
and customs. The Chinese community, which has historically dominated the business 
sector, makes up about 3 per cent of the total population and lives mainly in urban areas. 
The Dutch settler population, estimated at about 60,000 in the late 1950s, has declined to 
fewer than 10,000. 

 
Population Characteristics  
Indonesia has a population (1995 official estimate) of 195,280,000. The average 
population density is 102 people per sq km (264 per sq mi). Indonesia is the fourth most 
populous country in the world. More than 60 per cent of the population lives on Java, 
Madura, and Bali which are among the world’s most densely populated areas; over 40 
per cent of the population is urban. In 1995 Sumatra had an estimated 41 million 
inhabitants; Sulawesi had about 13.8 million. In an effort to control overpopulation on the 
main islands, the government in 1969 introduced a policy of internal migration, or 
transmigrasi. More than 3.5 million people have been moved under the scheme to 
sparsely populated islands like Sumatra, Kalimantan, Irian Jaya, and Timor. Although the 
settlers have brought new skills and created new jobs, the transmigrasi programme has 
been criticized for its potentially disastrous effects on the traditional cultures of the 
outlying islands. 
 

Language  
Some 250 distinct languages are spoken in Indonesia. West of New Guinea, the majority 
belong to the Indonesian branch of the Austronesian, or Malayo-Polynesian language 
group. The most widely used of these languages is Javanese, with more than 80 million 
speakers. The main exceptions are Irian Jaya on New Guinea, where Papuan languages 
are used, and parts of the Moluccas, where the North Halmahera language family is 
found, named after Halmahera Island. Bahasa Indonesia is the official language and 
most widely spoken tongue, acting as a lingua franca and an important unifying force. It is 
based on an eastern Sumatran dialect of Malay, long the market language of coastal 
towns, and contains elements of Chinese, Dutch, Portuguese, English, and Indian 
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languages. In 1972 Indonesia and Malaysia agreed to introduce a revised uniform 
spelling of Bahasa Indonesia to improve communications. (see also Indonesian 
Languages; Malayo-Polynesian Languages.) 
 

Culture  
Indonesian culture is an intermixture of many diverse civilizations. Hinduism and 
Buddhism, which arrived from India during the early first century AD, have exerted a 
profound and continuing influence on Indonesian life, and left a strong imprint on art, 
music, and dance, as well as the architecture and sculpture of the country—this last is 
seen most notably in the temple and palace complexes of Java and Bali. The Arabic 
influence in Indonesia has been felt since the 13th century, mainly through the teachings 
of Islam. The islands have also been affected by South East Asian and Polynesian 
cultures, as well as by the influx of Chinese and Dutch peoples (see also Batik; 
Borobudur; Indonesian Dance; Indonesian Music). 

Indonesia has about 20 major libraries, which are located primarily in the cities of 
Bandung, Bogor, Jakarta, and Yogyakarta. The National Archives and the Library of the 
National Museum (360,000 volumes) are in Jakarta, as is the National Library (750,000 
volumes), which includes a number of special collections. The Bali Museum is in 
Denpasar. 

1"Indonesia, Republic of," Microsoft® Encarta® 99 Encyclopedia. © 1993-1998 Microsoft 
Corporation. All rights reserved. 
 

 
 
 
 
 
 
 
 
 

 


