
WELCOME TO  
COMPUTER BASICS! 



WHAT IS THIS CLASS? 

O This is a basic, beginner-level class for people 
with little or no experience with computers. 

 

O Keep in mind that there is usually more than one 
way to do something. If you are used to 
performing a computer task a certain way and I 
show another way, don’t feel you must change 
how you do something. If something is working 
for you, keep doing it! 

 

O Don’t be nervous—you can do it! 



DIFFERENT TYPES OF COMPUTERS 
Desktop computer. It’s not portable and gets its 
name from the fact that it’s designed to fit on a 
desk. It must be plugged into a power source at all 
times. We have these for the public to use in the 
library.  

Laptop, also called  a notebook computer. It is 
portable and can run off of battery power until it 
needs recharging. We will be using these today in 
this class. They can also be checked out at the 
circulation desk.  

Tablet computer. It has a touch screen and is portable. 
It also runs off of battery power. An example of this 
would be an iPad, Kindle Fire, Google Nexus.  

http://www.ebookmall.com/devices/ipad
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PARTS OF A LAPTOP COMPUTER 

A laptop may have a pointing stick 
embedded in the keyboard that 
functions like the mouse would with 
a desktop.  

Laptops have touchpads (also called 
trackpads). This is sensitive to touch 
and can perform like a mouse.  



THE MOUSE 

O The mouse is a hand-controlled pointing device 
that allows you to interact with the computer.  

O It serves as a connection between you and the 
computer.  

O The mouse controls the cursor, which is also 
called a pointer.  

O The proper position is to rest your index finger on 
the left mouse button and your middle finger on 
the right mouse button.  

O A mouse may or may not have a  

 scroll wheel. 
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THE MOUSE 
O What is the difference between click and right-click? 

O Click means click once with your left mouse button.  

O The left mouse button selects. You will be using the left 

mouse button for the vast majority of your computer use. 

O Keep in mind that a gentle tap is all that is needed. There 

is no need to mash down the button.  

O Double-click means to click twice rapidly with your left 

mouse button.  

O Double-clicking can be a little challenging – the key is to 

keep the mouse still. 

 
Left 
button 



THE MOUSE 
O Right-click means click once with your right mouse 

button. 

O The right mouse button usually opens a context menu 

(a menu of options.)  

O If you accidentally open a menu, to close it simply 

click on an empty area of your screen. 
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CURSOR/POINTER 

            White arrow is the default cursor. 

 

            Hand cursor means you have placed the 
cursor over a link. 

             I-beam cursor indicates you have placed 
the cursor in an area where text can be entered 
or manipulated. 

            Busy cursor indicates the machine is busy 
performing an action. When you see this cursor, 
wait for it to return to another cursor before 
trying to do another task. Older computers may 
use an hourglass instead of a circle.   

 

 

 



THE KEYBOARD 
 

 

 

 

 

 

 
 
The keyboard allows you to type words and interact with the 
computer. We will cover important and frequently used keys in this 
class.  
One frequently used key is the Enter key (also called Return). Your 
keyboard may have one or two Enter keys, depending on the layout.  
You can use either one. Also, the Control (Ctrl) key is often used.  

 



THE KEYBOARD 

Notice how the number keys also have symbols on them, 1 
being the exclamation point, 2 being the @ sign and so on. To 
type the symbol instead of the number, you hold down the 
Shift key first and then press the key. There are 2 Shift keys on 
the keyboard. It doesn’t matter which one you use. 



THE KEYBOARD 

If you want what you are typing to be in all CAPITAL LETTERS, press 
the Caps Lock key. Go ahead and press the Caps Lock key- do you 
see that it lights up, letting you know that Caps Lock is on? Press it 
again to go back to lowercase letters.  
To capitalize one letter, hold down the Shift key and then type your 
letter.  



THE KEYBOARD 

To delete something you’ve typed, you can use the Backspace 
(erases to the left) or the Delete key (erases to the right.)  



THE KEYBOARD 

The long bar at the bottom of the keyboard is the space bar. 
Besides ending sentences, the period key is used when typing 
Web addresses. It makes the “dot” as in dot-com. 
The forward slash key is used in typing Web addresses 
frequently.   



MOUSE EXERCISES 

O We will now do some exercises to 

improve our computer skills.  

O We will learn some mousing techniques, 

practice scrolling, using text boxes and 

drop-down menus. 

O Everyone, please find the Mousing 

Around icon on your desktop.   



Mousing Around 

Click once with the left mouse button to 
select it and then press Enter on your 
keyboard. It should open to the “Mousing 
Around” website.  
 
 
Let’s do some practice with the mouse! 
Follow the instructions on the page. 



IF YOU’RE AT HOME 
Use this link below to go to mousercise 

 

 

O https://www.pbclibrary.org/mousing/mouse

rcise.htm 



YOU’RE DONE WHEN YOU GET TO THIS 
SCREEN 

Once you’ve 

finished, you 

may continue  

to Mousercise 

if you’re 

waiting on 

others to 

finish. 



WHAT IS HARDWARE AND 
SOFTWARE? 

O Hardware is all the computer equipment that 
you can see and touch, like the mouse, 
keyboard, and monitor. 

O Software is the computer programs that make 
the computer perform certain tasks, like 
Windows 7 or Microsoft Word.  

O You could think of hardware as your television 
set and software as the shows you watch.1 You 
could also think of hardware as the body of the 
computer and software as the brain.   

 
1 Muir 



COMPUTER PROGRAMS 

O We know the term software refers to computer 
programs. But what IS a computer program 
exactly? 

O A computer program is a set of instructions that 
tells the computer what tasks to perform and 
how to perform them.  

O A computer program could control the 
operations of a computer, as with Windows 7, or 
perform a specific task, such as browsing the 
Internet with Internet Explorer.  

O Sometimes you’ll hear programs referred to as 
applications. 



OPERATING SYSTEM 

O The operating system of a computer is the 

software that runs all of the programs and 

organizes data on your computer. 1 This is the 

software that is “in charge” of the computer. 

O In the library system we use Windows 

computers, and we currently have Windows XP 

as our operating system.  

O Our newer computers, however, have Windows 

7, including these laptops that we are using 

today. 

1 Muir 



UNDERSTANDING THE 
DESKTOP The desktop is 

the command 
center for 
organizing your 
computer work. 
It appears when 
you log onto 
your computer.  
The laptop in 
front of you 
should be 
showing the 
desktop right 
now. 

 
This is an example of a typical 
desktop. 



UNDERSTANDING ICONS 
Icons are shortcuts 
to programs and 
files. If you double-
click on them, they 
will open a program 
or file. If you have 
trouble double-
clicking, you can 
click once on the 
icon you wish to use 
and then press the 
Enter key. You can 
also right-click and 
choose Open. 

These are 
icons 



UNDERSTANDING THE 
TASKBAR The long blue bar 

at the bottom of 
the screen is the 
taskbar. The 
taskbar is home to 
the Start button, 
and it displays 
currently open 
programs. You can 
also adjust 
settings, such as 
the volume, using 
icons displayed in 
the taskbar. 

This is the 
taskbar 

An open program, 
meaning a program that 
is being used. 



UNDERSTANDING THE 
START MENU 

Start button 

Start menu 

When you click 
the Start button, 
the Start menu 
opens. Here you 
can find and 
launch all the 
programs on the 
computer, see 
frequently used 
programs, access 
files, and shut the 
computer down.  



OLDER VERSIONS OF WINDOWS 

 Note that older versions of Windows (like Windows 

XP) have a green Start button with the word start 

on it. The newer versions of Word (like Vista or 7) 

have a round Start button with the Windows logo 

on it. They function the same.  



START MENU PRACTICE 
O Click on the Start button. (You can also press the 

Windows key on your keyboard to open the Start menu. 

It’s between the Ctrl and Alt keys.) 

O Note that there is a list of computer programs on the 

left side of the menu and folders and computer 

locations on the right side of the menu. There is also a 

shut down button. 

 

 



START MENU PRACTICE 

O Move your cursor upwards and click on Word. A 
new window should open.  

O You’ve launched a program from the Start menu! 

O This is the same as opening a program using a 
desktop icon.  

O It’s good to know how to utilize the Start menu 
because not every program has a corresponding 
icon on the desktop.   

O You can now click the Close button, the x in the 
upper right corner of the screen, to close the 
program. 

 



UNDERSTANDING A 
WINDOW 

A window 
displays a 
program or 
file on the 
computer 
screen. 
This is an 
example of a 
typical 
window.   
You can have 
multiple 
windows open 
at a time for 
multitasking. 



PARTS OF A WINDOW 
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OPENING A PROGRAM 

O You can open or launch a program more than 

one way.  

O We learned we can open it from the Start menu.   

O We learned we can double-click an icon on the 

desktop. 

O We learned we can single click on an icon and 

then press the Enter key. 

O We learned we can also right click on an icon 

and choose Open from the menu that appears.  



OPENING A PROGRAM 
PRACTICE 

O Let’s practice opening a program! Everyone, please 
open the program Internet Explorer.  

O Find the icon that looks like this: 

O Move your cursor onto the icon and click once with 
your left mouse button. This should highlight it, letting 
you know you’ve selected it. 

O Press the Enter key on your keyboard. This will open 
the file in a window. 

O Or you can choose to open it another way we learned. 
Remember, there is more than one way to open a file 
or program! 

 

 



OPENING A PROGRAM 
PRACTICE O Once you have  

successfully opened 
the program, your 
screen should look 
like this. 

 
O Now, close the  
program by clicking 
the red x in the  
upper right corner. 
  
O Now try opening the 
program again using a different method. Can you do it?  



WHAT IS SCROLLING? 
O Not all of the data on a website or in a document will 

always fit on one screen. Scrolling is the act of moving 

a display of information up and down (most frequently 

used) or side to side, to see more information. 

O You can use the scroll button on your mouse (if your 

mouse has one) or you can use the scroll bar on the 

bottom or side of the page. You can also use the 

directional arrows on the keyboard.  



SCROLLING 

1.We can move the 
scroll bar down to 
see more of the 
page. 

2.We’ve moved the 
scroll bar down 
and are now 
further down the 
page. 



SCROLLING PRACTICE  

O Go ahead and practice scrolling down the 

library’s home page.  

O You can use any of the ways we learned 

about.  



GETTING BACK TO THE DESKTOP 

O You can get back to the desktop by closing or 
minimizing programs you have open. Programs and 
files open in windows over the desktop.  

O There is a shortcut, though. See the blue rectangle in 
bottom corner of the screen, next to the time and 
date?   If you click that rectangle, Windows will 
automatically  

    minimize all the programs  
    you have open and return  
    you to your desktop. 

O Go ahead and click this button 
    to return to the desktop. 



MINIMIZE, MAXIMIZE, AND 
CLOSE 

O When you minimize a window, it minimizes into 
an icon on the taskbar. You can click on the icon 
in the taskbar to open the window again.  

 
O The maximize button makes the window 
fill the entire screen. If you press it again,  
it restores the window to a smaller size. If  
you press it again, it maximizes the window to fill  
the entire screen again. This button has 2 

functions. 

 

O The close button closes a program completely. 

 

 



MINIMIZING, MAXIMIZING, AND CLOSING 
PRACTICE 

O Let’s practice opening a file on the desktop. 

Then we will practice minimizing, maximizing, 

and closing that file.  

O Find the icon on the desktop labeled Open Me. 

O Feel free to use any of the ways we mentioned 

to open the file. 



MINIMIZING, MAXIMIZING, AND 
CLOSING PRACTICE 

O Now move your cursor to the minimize button 
(remember, it looks like a minus sign in the upper 
right corner of the screen) and click it once.  

O Your window should have minimized into a Microsoft 
Word icon on the taskbar. If you hover over the icon, it 
should show a small window of the minimized 
program.  

O Click once on the icon on the taskbar to open the file 
again. 

O This time click the maximize button (remember it’s in 
the upper right corner next to the minimize button).  

O Your window should shrink down to a smaller size. 



MINIMIZING, MAXIMIZING, AND CLOSING 
PRACTICE 

O Click on the same button once again. It 

should maximize the window back to full 

screen.  

O You’ve now minimized and maximized a 

window! 



RESIZING TEXT SHORTCUT  

O There is a quick shortcut you can use to zoom in and 
out of text. 

O Open Internet Explorer.  

O Hold down the Ctrl key and then press the + key. Go 
ahead and press it again. Windows will zoom in by 
increments.  

O Now hold down the Ctrl key and press the – key. 
Windows will zoom out again.  

O Alternatively, you can hold down the Ctrl key and 
zoom in and out with the scroll button on your mouse.  

O Close Internet Explorer when you’re finished 
practicing the zoom feature.  



DRAG AND DROP 

O Drag and drop feature allows you to click 
and hold the mouse button down over an 
item, drag it to another location, and release 
the mouse button to drop the item there.  

O We’re going to practice the drag and drop 
technique! Let’s drag and drop the file Open 
Me into the folder Drag & Drop.  

O As you drag the item, you’ll notice a 
transparent representation of it follows the 
path of your mouse. 



STORAGE DEVICES 

O Computers can store information and data for future 
use. This means you can save your resume, pictures, 
financial spreadsheets (whatever data is important to 
you), on your computer and access your information 
in the future. 

O When you are at home, you can save easily on your 
home computer. If you want to go somewhere, like 
the library, and work on something, you will need a 
portable storage device so that you can save your 
work. You can’t save your personal work to the 
library’s public computers.  

 

 



STORAGE DEVICES 

Flash drive, thumb 
drive, jump drive. These 
names all refer to the 
same thing.  

Memory cards CD or DVD 

These are all commonly used storage devices.  



FLOPPY DISK 
This used to be the storage 
device of choice. This is 
now outdated technology!  
 
 
Get a flash drive instead! 
Flash drives are sold at 
most stores with 
electronics, like Best Buy, 
Target, and Kmart.  



USB 
O Computers have USB (Universal Serial Bus) ports. 

O You can plug your keyboard, mouse, printer, and flash 

drive into these ports.  

O This is the USB symbol. 

O There are USB ports on the  

    side of these laptops. 

O When you see the symbol, 

    the device should be  

    compatible with your USB 

    ports.  



FLASH DRIVE PRACTICE 
O Plug your flash drive into the USB port on your computer. Your 

mouse is already plugged into one USB port. There should be 

another one on the other side of your laptop. 

O A notice may pop up in the notification area of the taskbar (the 

far right corner of the long blue bar at the bottom) telling you 

that a new hardware has been found. This is your computer 

telling you that it recognized you plugged in a new device. 

O A dialog box will pop up on your screen. 

O You can access your flash drive through this dialog box and 

open the files that are stored on it. Go ahead and click “Open 

Folder to View Files.”  

O Once you’ve opened it, go ahead and close it with the ‘x.’ We’ll 

be opening it another way. 



FLASH DRIVE PRACTICE 
O There’s another way to access a flash drive. 

O Click on the Start button and click on “Computer” in the 

Start menu. 

O Your flash drive should 

    be accessible here.  



FLASH DRIVE PRACTICE 

O  You can double-click on it to open it and see 

the files saved on it. Remember, if you have 

trouble double-clicking, click on it once and 

then press the Enter key. 

O Does everyone see a file saved on their flash 

drive named Open Me? Go ahead and open 

the file—remember, you open a file like you 

would open a program! It’s the same 

process. 

 



FLASH DRIVE PRACTICE 

O The file should say, “Hello! I’m a practice document.” 

O Go ahead and hit the x in the upper right corner of 
the screen to close the file.  

O Close the flash drive window that is open by clicking 
on the red x. 

O Now we’re ready to safely remove the flash drive! 

O In the notification area of your taskbar there is a 
white arrow. Click on it to show hidden icons. There 
should be a green circle with a check mark over a 
USB plug. Click on this icon and choose Safely 
Remove Hardware. 

O A notification should pop up that says it is safe to 
remove the hardware. 

 



HELP & SUPPORT 

O Your computer comes with a built-in help 

center, accessible through the Start menu. 

O Click on the Start button and choose Help & 

Support from the Start menu.  



HELP & SUPPORT 

O Here you can read articles about different 

computer-related topics like Windows 

basics, search for help with common tasks, 

and more. 

O Let’s type in “folders” in the search box and 

then press the Enter key.  

O Windows offers up many different articles 

about what folders are, how to create them, 

and use them.  

 



SLEEP & HIBERNATION MODES 

O If you leave your computer alone for a while, it will go to 

sleep. The screen will go black or to a screen saver, and 

the computer goes into an energy-saving mode.  

O The computer is still on while it’s in sleep mode.  

O This mode is handy if you’re going away for a while but 

don’t want to go through restarting your computer. It’s 

like pausing your computer.  

O Hibernation mode is very similar to sleep mode. It’s 

mainly for laptops and it preserves battery life.  

O To wake your computer from sleep mode, you wiggle your 

mouse or press the Power button and your computer 

springs back to life. 



SHUTTING THE COMPUTER 
DOWN 

O It’s important to shut down your computer 
properly.  

O To shut down the computer, you would click the 
Start button and then click the Shut Down 
button.  

O It is best to shut down a computer this way 
rather than just holding down the power button. 

O The only time to shut down a computer by 
holding down the power button is if there was a 
malfunction and your computer is “frozen.”   



TURNING THE COMPUTER 
ON 

O Once a computer is turned off or asleep, you 

can turn it back on by pressing the power 

button.  

 

O It looks like this: 

 



ANY QUESTIONS? 



FURTHER RESOURCES 

O http://www.seoconsultants.com/windows/keyboard/ 
This website has a clickable keyboard. When you click 
on a key, it will explain that key’s function. 

O http://www.pbclibrary.org/mousing/mousercise.htm 
This is the Mousing Around website we visited. 
Remember to practice to keep your skills sharp! 

O http://www.calcasieulibrary.org/newpcskills This is 
the library’s webpage that has a several computer 
tutorials for beginners.  

O http://www.calcasieulibrary.org/resources This is the 
library’s resource page. You can click on Test 
Preparation and then Learning Express Library to 
access computer, Internet, and software tutorials.  

 

http://www.seoconsultants.com/windows/keyboard/
http://www.pbclibrary.org/mousing/mousercise.htm
http://www.calcasieulibrary.org/newpcskills
http://www.calcasieulibrary.org/resources
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