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Introduction to Computer Basics:
Course Description: This introductory course is specifically designed to introduce students to basic skills needed to operate a computer. Topics covered in this course will include computer terminology, keyboard operation, how to use a mouse, scrolling, starting and restarting a computer, and how to navigate the start menu just to name a few. 
Class Length: 2 hours.

Course Objectives: At the conclusion of this course, each student should be able to demonstrate and possess an understanding of the following: 
· Demonstrate proper hand positioning and placement of a mouse. 
· Demonstrate single, double, right, and click/drag actions.  
· Communicate your understanding of basic computer terminology.
· Demonstrate your ability to start, restart, and properly shutdown a computer.
· Demonstrate your ability to perform a function in Windows Start Menu (the opening and closing of the calculator and Internet Explorer).  

· Open Internet Explorer and identify the scrollbar, status bar, and elevator. 
· Communicate your understanding of keyboard functions. 
Exercises:
1. Getting Started


2.     Working with Windows 





____ Computer Terminology 

          ____ The Desktop, Taskbar, and Start Menu 

____ Using the Mouse 

          ____ Parts of a Window 





                       ____ The Calculator 





                       ____ Scrolling 
3. Keyboarding 


4. Troubling Shooting Tips and Proper Shutdown 
____ The Keyboard 


____ Handing a Frozen Computer






____ Restarting the Computer (Reboot) 






____ Turning the Computer Off   

Using the Mouse: 








What is a Mouse?

The mouse is hand controlled pointing device that allows you to activate commands on the computer screen. It serves as a connection between you and the computer. 

Proper Hand Position and Placement: 

The index finger should remain on the left button and the middle finger should rest on the right button. The mouse should remain on a flat surface, preferably resting on a mouse pad at all times.   
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Moving the Cursor

There are two roller pins inside the mouse. One allows for movement left and right, the other allows for movement up and down. The roller ball inside the mouse enables the mouse, or cursor that is displayed on the screen, to move in two directions at once. 
As you begin to move the mouse, you will notice an arrow on your screen. This arrow is referred to as the cursor. Note that the shape of the cursor changes depending upon the action that is being performed, or what the application is currently being used in. In today’s class, the cursor should appear as an arrow. This arrow will allow you to click menus and toolbar buttons and the I-beam, which displays when text or numbers are being typed. 
Practice Exercise








Steps: 

1. Locate the cursor on the screen. 

2. Move the mouse from left to right. 

3. Notice the speed at which the cursor moves on the screen. 

4. Now try moving the cursor up and down. 

5. Again, notice the speed at which the mouse moves on the screen.
6. Try moving the mouse diagonally. 

Single Clicking: 

Once you feel comfortable moving the mouse, you will need to single click to activate a command or select an object. In other words, you need to tell the computer what you would like to do. Do you want to open a program? Print a webpage or document? In order to perform such actions you will need to click. In addition, you should also note that most clicking is performed with the left mouse button. 
Using the Mouse Continued
Practice Exercise: 

Steps

1. Locate the start button in the left-hand corner of the screen. 

2. Place the cursor on top of the start button and click once with the mouse button.

· A menu opens and displays all of the available computer programs. 

3. Click anywhere outside the menu (preferably the desktop) to close it. 
4. Click on the start button again to open the menu. 
5. Now try moving the mouse upward. 
6. Notice that as the mouse moves, it selects the current item with a light or dark blue/purplish color. A simple click will open the desired application.
7. Select Internet Explorer. 

8. Once Internet Explorer opens, slide your cursor over to the top right hand side of the page and click once on the BIG RED X. This will allow you to close Internet Explorer.  
Double Clicking: 

Double clicking involves clicking the left mouse button twice in rapid succession. Double clicking is often performed on icons that appear on the desktop. 
Right Clicking 

Right clicking involves clicking the right mouse button. The right click is used to open a shortcut menu to access a specific command.

Click and Drag

In order to move icons on the desktop, a file to a folder, or a card in a game of solitaire, you will need to click, hold, and drag. This involves, clicking on an object, holding the click, and dragging the mouse across the mouse pad. 


  

[image: image4.jpg]



Desktop, Taskbar, and Start Menu

Desktop: Once the computer has been turned on and the operating system has been loaded, the first screen that displays is the desktop. You might want to imagine the computer as being one large desk that contains a number of files, folders, and tools that you can use to perform different tasks. The desktop may look different depending upon the computer. At the Literacy Services of Wisconsin the desktop is a solid color. In addition, other computers may also have a solid color, design, or image. 
Taskbar: The taskbar is located at the bottom of your screen. On the right hand side of the taskbar is a clock that displays the current time. If you move the mouse on top of the clock and pause, the day and date will display momentarily. On the left-hand side of the taskbar is the Start button that displays available applications on the computer. The taskbar will show how many Windows are currently open. You can use the taskbar to move from one window to another.
Start Menu: 
The Start Menu icon can be found on the bottom left hand side of your desktop. Use the Start Menu to open programs that are available on the computer, just as you would open a drawer to access your files or other office tools such as a calculator.
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If you are using a newer version of Windows, your start button will look like this:

Parts of a Window 
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The Calculator
The calculator is a small program that allows you to perform operations. There are two views, standard for basic operations, and scientific for more difficult calculations.

Steps 

1. Click on the start button. 

The start menu opens. 

2. Click on calculator to select (a color shade should appear) and click once to open the program. 

The calculator will now appear on your desktop. 

3. Click on the view menu and select scientific. The calculator expands and allows for more complex calculations.  

4. Click on the view menu and select standard, the calculator should go back to its original view. 

5. Use the mouse or keyboard to perform calculations. Try it! 
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The Calculator Continued 
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Symbols: 

Division /

Multiplication * 


Subtraction --

Addition + 

· The Backspace button or backspace key can be used to delete one space to the left. 

· To clear the last number entered, click the CE button. CE stands for Clear Entry. 

· The Delete key (located on your keyboard) will also clear the last entry. 

· In order to clear an entire operation, click C button on the calculator. 
· The Esc key (located on your keyboard) can be used to clear the entire operation. 
· The Enter key on the numeric keypad is equivalent to the equal (=) on the calculator.  

Scrolling

What is scrolling? 

Scrolling is the act of sliding a horizontal or vertical presentation of content, such as text, drawings, or images, across a screen or display window.

Why do I need to scroll? 

Scrolling allows you to see all the data that does not fit onto your screen. You can scroll up and down (vertically) and also side to side (horizontally). There are several ways to scroll.


Example: 
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Click and drag the scroll box.

You can also click inside the elevator and the scroll box will jump to where you click. 

To scroll a small amount, gently click the arrow buttons.
Or, you can use the scroll wheel on your mouse (if available). 

Practice Exercise:

1. Go to the Literacy Services of Wisconsin’s Webpage. 

2. Scroll down using any of the above methods until you see the following: About Us, Programs, Students, News, Events, Volunteer, Donate, and Contact. 

3. Click on News. 

4. Scroll down to find the Outpost Exchange Magazine Article. 

The Keyboard   

Control and Alt Keys Used in combination with other keys as shortcuts that can be used to activate commands

(E.g. Ctrl and P keys will activate the print command).

Arrow Keys Allows you to move the cursor up and down, and left and right (often used in word processing or spreadsheet programs).

Backspace Key Deletes one character to the left of the cursor.

Delete Key Deletes one character to the right of the cursor.

Caps Lock Key Press this key to type all characters in uppercase. Press it again to turn it off.

Enter Key Sometimes referred to as the “return” key. It is used to activate a command, or move to the next line while working in a word processing program.

Esc Key Short for “Escape,” this key is used to exit (or escape) from tasks (for example, closing a menu or dialog box).

Function Keys Special keys labeled F1 to F12. Often these keys are used to perform shortcuts in programs. Each program uses these keys for different commands. Usually the F1 key is used to activate help. 

Shift Key Allows you to capitalize a letter or type the symbols or other characters which appear on the top portion of the keys.

Space Bar Inserts one space between characters.
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Troubling Shooting Tips

Warm Boot: Performed on PCs by pressing the Ctrl and Alt and Delete keys at the same time. Warm boots can be performed when the system crashes, the computer locks up, or freezes.

Steps

1. Press the Ctrl and Alt and Delete keys.

· A box should appear allowing you to end the task. Usually this helps when a program is not responding or a glitch has occurred. 

Rebooting:  Involves restarting the machine. This sometimes can help clear any problems (e.g. such as a slow computer). 
                          [image: image12.emf]
Steps

1. Click the stat button on the task bar. 

2. Click shutdown. 

3. Using the drop-down menu, select and select restart. 

4. Click the OK button. 

Cold Boot: Turning the computer on and off. This should only be done when you cannot perform a warm boot or are boot. Never perform a Cold Boot on LSW computers. If you should experience a problem with an LSW computer, consult the administrative assistant at the front desk. 
Steps

1. Turn the power off by pressing the power switches on the CPU or turning off the surge protector.

2. Wait a moment (at least 30 seconds).

3. Turn the power buttons back on or turn the surge protector back on.
Trouble Shooting Tips Continued 
Proper Shutdown Procedures

It is important that when you are finished working on the computer that you follow proper shutdown procedures. If you simply turn the power off, there is not enough time for the computer to shutdown and put files in the proper place. If you do this once or twice, it may not harm the machine, but repeatedly doing so will cause the files to become corrupted resulting in computer malfunction.

1. Click the start button 

The Start Menu should open 

2. Click on Shutdown. 

The shutdown dialog box will appear. 

3. If  not selected, select from the drop-down menu “Shutdown” 

4. Click ok. 
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Glossary of Computer Terms

GHz: Abbreviation for Gigahertz. One GHz represents one billion cycles per second. The speed of the CPU is measured in Gigahertz. The higher the number, the faster it goes.
GUI: Pronounced “Gooey”, this acronym stands for graphical user interface which allows you to activate commands or perform certain tasks by clicking on menus or icons, rather than typing in cryptic commands. For example, you can click on the picture of a printer to print a document.
Hard drive: The primary storage area within your computer, usually a hard, metal disk. The higher the number attached, the more storage room you have for programs as well as files created with those programs.
Hardware: Anything you can physically touch, such as the mouse, keyboard, monitor, CPU, or printer.
MHz: Abbreviation for Megahertz. One MHz represents one million cycles per second. The speed of the CPU is measured in Megahertz. The higher the number, the faster it goes.
Modem: Device used to access the Internet via the telephone. The fastest modem on the market today is 56k v90. Modems are measured by how much information can be transferred per second, or kilobits per second (Kbps).

[image: image14.emf]
Operating System: The operating system, or OS, is a piece of software that runs the computer. The operating system is responsible for starting the computer and executing commands like printing documents, opening programs, and so forth. Windows is the operating system most likely installed on your computer and is the operating system used here at the library. The operating system is a program that runs the computer. Whenever you turn on the computer, one of the first things a computer does is search for its operating system. The operating system manages the central processing unit and ensures that the commands you give the computer—like opening a program, saving a file, or printing a document—will be performed.
PC: Stands for Personal Computer.
Program “suite”: A series of programs that function as a package. The Microsoft Office suite contains Word, Excel, PowerPoint, and Access.
CD-ROM: Acronym for Compact Disk - Read Only Memory. A CD-ROM can store up to 650 MB of information. Most of the software is available on CD-ROM for installation on your PC. A CD-ROM drive can read CD-ROMs as well as music CDs.
CD-R: Acronym for Compact Disk – Recordable. A CD-R drive can be used to not just install software or play music CDs, but also record information. However, it is only possible to record information to the disk once.
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CD-RW: Acronym for Compact Disk – Recordable Writeable. A CD-RW drive allows users to record and erase information onto a disk multiple times. You can use the CD-RW drive to back-up files on your computer or to create music CDs.
CPU: Acronym for Central Processing Unit. You can think of the CPU as the brain of the computer; it is responsible for everything the PC does. There are different brands of processors such as Pentium or Celeron. The speed at which a CPU processes information is measured in Megahertz (MHz) or Gigahertz (GHZ).

Database program: One used to create and manage large amounts of information in one place. For example, the state of Wisconsin keeps your driver’s license number and other information in a database. An example of a database program is Microsoft Access.
DVD: Acronym for Digital Video Disk or Digital Versatile Disk. DVDs can store large amounts of information whether it is large computer files or full length movies. A standard single-layer, single-sided can store 4.75 GB. However, two layer DVDs can store 8.5 GB and double sided DVDs can store 17 GB.
Floppy disk: A disk that stores information magnetically. Most disks are formatted and can store 1.44 MB of data. It is important to keep disks away from extreme heat and cold, liquids, and magnets. It is recommended that you keep disks in a protective case.
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RAM: Abbreviation for Random Access Memory. Often times people refer to RAM as Memory. RAM, or memory, can be thought of as a workspace. The more RAM you have, the more workspace you have. The more workspace you have, the more projects you can do at one time, and the faster you will be able to finish those projects. RAM is measured in megabytes.
Software: Software is installed on your computer. Often times the words “program” or “application” are used to refer to a piece of software.
Spreadsheet program: One used to perform calculations or store data. Many people use spreadsheet programs to manage business or household budgets. An example of a spreadsheet program is Microsoft Excel.
Word processing program: One used to create written documents such as letters and résumés. An example of a word processing program is Microsoft Word. 

USB flash drive: A portable solid state storage device that plugs into a computer’s USB port. 
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