
             
          

                            

 
 
 

Beginning  
Computers 

 
 
 
Class Description 
Basic computer terminology, mouse skills, an overview of operating 
systems, popular software applications, and an introduction to the 
Internet. 

 

 
Class Objectives 
Identify the basic components of a computer 

Understand the purpose of Screen Savers and the Desktop 

Understand terms Icons and Shortcuts 

Identify and Locate the Windows Start button 

Identify and Locate the Windows Taskbar 

Review Laptops, Netbooks, Readers, Smartphones and iPads 

Recognize the different types of Internet Connections 

Know how to turn on the computer 

Understand the difference between PC and Mac 

Define an operating system 

Understand a User-Interface 

Recognize Software 

Use the Mouse; know how to double-click and right-click 

Use a scrolling mouse 

Recognize a touchpad 

Know the components of the keyboard 



             
          

                            

Identify the power button 

Locate the My Documents Folder 

USB vs. 3 ½ inch disk vs. Hard Drive 

Identify common keys on the Keyboard 

Open Microsoft Word 

Open and use Internet Explorer 

Perform a Google Search 

Practice Highlighting and Selecting 
 
Appendix 
History of Data Storage 

Computer Storage Units 

Storage Devices 

Optical Disk Drives 

Solid State Device 

Common File Sizes 

How much data will fit in 1 GB? 
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Monitor 

Computer 
Tower 
CPU 
Box 

Desktop 

Mouse 
Keyboard 

Basic Components 
Every computer setup consists of 4 main components:  

• computer 

• monitor 

• keyboard 

• mouse  

 

A typical Desktop Computer: It’s called a desktop computer because 
it sits on the top of the desk.  

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
Monitor: In the past, monitors were really big and were called 
Cathode Ray Tube CRT monitors.  Today, the new LCD Liquid Crystal 
Display monitors are much thinner and require less room on the table.  
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Screen Saver 
 
In the past, when we used CRT monitors, the purpose of Screen saver 
program was to prevent images from “burning” into the computer 
monitor screen.   
 
Today’s LCD Liquid Crystal Display monitors don’t require screen 
savers, and the purpose of screen savers has changed.  Screen Savers 
are entertaining, but they are also secure if they are password 
protected.   

 
 
 
 
 
Tubes screen saver 
 
 
 

 
 
 
 
 
 
Aquarium screen saver 
 
 
 
A common feature of today’s screen saver is that it can be setup to 
require a username and a password to unlock the screen saver.  In 
other words, the screen saver won’t let you use the computer unless 
you know the password.  A few minutes after you walk away from your 
computer, your screen saver will activate and lock the computer.   
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Desktop 
 
Desktop has two meanings.  Desktop also refers to what you see on 
your Monitor when the computer is on.   

 
Desktop = A desktop refers to where you find your programs and files 
on your computer.  It’s called the desktop because it’s your workspace 
on the computer, similar to a desktop on an office desk.  The desktop 
contains the icons and shortcuts that provide access to some of the 
commonly used programs on the computer.  Once you are familiar 
with your computer, you can create your own shortcuts.  
 

The way the desktop looks depends on the operating system.   We’ll 
talk about what an operating system is later in the class. 

 

Windows XP Desktop 
This is what the Windows XP desktop looks like. 
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Windows Vista Desktop 
 

The Windows Vista Desktop offers transparent windows and gadgets. 
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Windows 7 Desktop 
 

 
 

 

The Windows 7 Start Menu 

Gadgets 
Recycle 
Bin 

Start 
Button Task 

Bar Program 
Icons 
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Mac OS Desktop 
 

The Mac OS (Operating System) desktop is similar to the windows 
desktop.   

 

The 
Dock System 

Preference
s 

Trash Bin 

Local Drive 
Hard Drive Menu 

Finder 
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Icon = A graphic, picture or symbol that represents 
a program, application or file.  Typically a program 
icon remains the same over time and through 
upgrades.  For example, the blue W indicates that 
the file is a Microsoft Word file. 

 

 

Shortcut = A direct route to open an application that 
saves time.  Most shortcuts open a program with 
double-click.  A shortcut icon has an arrow graphic 
near the bottom to indicate that the icon is a shortcut to 
a program or file.   

 

Start/Open/Launch a program = Double-click on a shortcut or use 
Start 

 

Create a Shortcut = You can customize which shortcuts you want to 
see on your desktop.   

1. Right-click on a program in the Start Menu 

2. Click on Send To 

3. Click on Desktop (Create Shortcut) 
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Desktop Wallpaper/Background 
 
Wallpaper or Background is what you see behind the icons and 
shortcuts on your desktop.  Most computers come with a selection of 
digital images that can be used as the background or wallpaper on the 
desktop.  Once you become more familiar with the computer, you can 
use your own digital photographs as wallpaper.   
 

 
 

1. Click on Start > Control Panel to customize display preferences. 
2. Select Display 
3. Select Desktop 
 
The steps to change the desktop background may vary slightly 
according to the operating system. 
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The Windows Start/Office Button 
 

The desktop contains a Start button in usually the bottom left-hand 
corner of the screen in the Taskbar.  This button helps you find the 
programs and files on your computer.   

 

The start button has changed over the years: 

 
  Old 

 

 

 

Windows XP 

 

 

 

Windows Vista and Windows 7 

 
 
 
The Windows Taskbar 
 

The Windows Taskbar shows the following information: 

• Shows the programs that are open and in use 

• Shows shortcuts to commonly used programs 

• Shows a clock 

Old Taskbar 

 
New Taskbar 
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Laptops, Netbooks, Readers, Smartphones and iPads 
 
There are many types of computers and electronic devices. 
 

Laptop with Touchpad 
 
A laptop has all 4 components of a computer 
in one portable device.   
 
 
 
 
 
 
 

Mini Laptops & Netbooks  
 
Small, lightweight, inexpensive, require less 
power, Small screen, more scrolling, less 
room for data storage 
 

 
 
Kindle 
 
Wireless Reading Device used to  
Download and read eBooks, Newspapers 
Connects to the internet using Amazon 
Whispernet (Sprint) 
 
 
 

 
Smartphone 
A cell phone with computer capabilities.   
Examples of Smartphones: 

• iPhone 
• Symbian 
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• Android 
• Blackberry  

 
 
iPad 
An iPad is sort of like a big iPod Touch 
with a bigger screen, additional features 
and programs such as iBooks, Apple 
Keynote (presentations) Pages 
(documents) and Numbers 
(spreadsheets).  iPad’s come in WiFi 

only or 3G/WiFi models. 
 
Internet Connections 
 

Wireless or Wi-Fi connection 
Connect to a Local Area Network using wireless 
signals traveling through the air. 
 
Wireless internet uses radio frequencies to serve the 
internet to people with computers, laptops, 
smartphones, and internet appliances in a room, a 

building or even a location as large as a town or a county.   
 
The definition of Wi-Fi from wikipedia, “A Wi-Fi enabled device such as 
a personal computer, video game console, mobile phone, MP3 player 
or personal digital assistant can connect to the Internet when within 
range of a wireless network connected to the Internet. The coverage of 
one or more (interconnected) access points — called hotspots — can 
comprise an area as small as a few rooms or as large as many square 
miles.” 
 
Ethernet = connect to a Local Area Network 
(LAN) using coaxial cable.  

 
Dial Up = Connect to the internet using the 
phone line.  Dial-up internet connections use a 
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modem to dial and send/receive information to/from an internet server 
housed at an Internet Service Provider (ISP). 

Turn on the Computer 
To turn on the computer you will usually just need to 
make sure it is connected to a power source and 
then press the power button. The location of the 
power button may vary but for desktop/tower 
computers it is generally on the front and either 
center or right side.  
 
For laptops you will usually find the power button on the top right 
corner of the keyboard area.  

 
If your computer locks up for some reason you can also hold down the 
power button to force the computer to power off. You will only want to 
do this if the computer is not responding at all as you can lose data or 
corrupt files with a sudden power loss.  

 

PC and Mac  
PC = Personal Computer, any IBM-compatible computer.  Any 
computer not made by Apple.  Examples of PC manufacturers: 

• Dell 

• HP (Hewlett-Packard) 

• Sony 

• Acer 

• Toshiba  

 

Mac = Macintosh, any computer made by Apple.  

• Mac, Mac Book, Mac Book Pro, iMac, and 
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Mac mini are all examples of Mac computer models. 

 
What is an Operating System? 
An operating system is a program designed to help users harness the 
power of the computer without them knowing computer languages, 
such as DOS (Disk Operating System).   

The Operating systems we use today do not require us to know 
computer language, the only requirement is that we know how to point 
the mouse and click on icons.   

The operating system uses a GUI (gooey), which stands for Graphical 
User Interface, which allows people to interact with the computer 
programs in ways other than typing commands: 

Clicking on icons (pictures or graphical representation of the program, 
action, or command)  

Entering keyboard shortcuts  

 

The User Interface 
This is part of a schematic for the electronics of a car engine.  Do you 
know what these codes mean?  Would you be able to fix your car 
based on this schematic?  No.  Not for most of us anyway.   
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We don’t generally know HOW our car works, we just know that we 
can jump in, turn a key, push levers and button and steer the wheel 

and the car will start and move in the direction 
that we want it to go.  We don’t HAVE to know 
how the car works, because we use an interface 
of easy to understand buttons, pedals and knobs 
that help us use the car without knowing very 
much at all about how it all works. 

 

 

The same is true for computers.  Just like an 
interface exists in the car for you to be able to 
drive the car easily, the operating system has 
been developed for the computer for people who 
don’t know computer programming languages.  
Therefore, people who know zero computer programming languages 
can benefit from using a computer.  The operating system is called 
“Point and Click”.  All you have to do to use the computer is know how 
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to point and click your mouse at graphical representations of 
programs, actions, etc. 

 
Typed Commands vs. Interface commands 
If you didn’t have an operating system, to print your document, you’d 
have to know and type the following computer language command.   

 

DOS  Windows XP 

PRINT [/B:(buffersize)] 
[/D:(device)] [/M:(maxtick)] 
[/Q:(value] 
[/S:(timeslice)][/U:(busytick)] 
[/C][/P][/T] [d:][path][filename] 
[...] 

Click on the button 
or  

Press Control + P 
on the keyboard 

 

With the windows operating system, you can just click on the printer 
icon and the document will print. 
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PC Operating Systems (Oldest to Newest) 
PCs are compatible with several different operating systems: Microsoft 
Windows, Linux, FreeBSD and Solaris.    

Microsoft Windows (1983) 

Microsoft Windows 1.0 

Microsoft Windows 2.0 

Microsoft Windows 386 

Microsoft Windows 286 

Microsoft Windows 3.0 

Microsoft Windows 3.1 

Microsoft Windows NT 

Microsoft Windows 95 

Microsoft Windows CE 

Microsoft Windows 2000 

Microsoft Windows ME Millennium 

Microsoft Windows XP 

Microsoft Windows Vista 

Microsoft Windows 7 (2009) 

 
 

Apple/Mac Operating Systems (Oldest to Newest) 
5.1 Mac OS X Public Beta "Kodiak" (2000) 

5.2 Mac OS X v10.0 "Cheetah"  

5.3 Mac OS X v10.1 "Puma"  

5.4 Mac OS X v10.2 "Jaguar"  

5.5 Mac OS X v10.3 "Panther"  

5.6 Mac OS X v10.4 "Tiger"  

5.7 Mac OS X v10.5 "Leopard"  

5.8 Mac OS X v10.6 "Snow Leopard" (2009) 
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Software  
Programs designed for a computer.   

Examples: 

• Microsoft Office 

• Mac iLife 

• Quickbooks Pro 

• Adobe Photoshop Elements 

 

There are several methods for obtaining new software: 

• Included with a computer purchase (watch out for trial only 
software) 

• Online purchase, download to your computer from the internet 

o Save the installation files onto the hard drive (local disk) of 
your computer. 

• Online purchase, shipped to home 

o Receive a CD-Rom in the mail and install the software using 
the CD-Rom drive on the computer. 

• In-store purchase 

 

Most software is licensed and required registration.   

Software that is free is called “freeware”. 

Software experiences upgrades/updates from time to time.  For 
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example, Microsoft Office 2003 can be upgraded to Microsoft Office 
2007.   

Mouse 

The mouse is the device you use to move the cursor around the 
screen. A mouse lets you quickly select text, move items and open and 
close applications. The scroll wheel can help make it easier to read 
long pages of text.  

While many of the functions that a mouse does can also be done with 
the keyboard, you will likely find the mouse to be more straightforward 
to use. 

 
Click = press once on the left button. 
 
Double-click = press twice on the left button quickly.  Keep the 
mouse still while double-clicking. 
 
 
 
 
 
Scrolling (Wheel) Mouse 
Use middle wheel to scroll up and down the 
page 
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Trackball Mouse 

 
 
 
Click vs. Right-Click 

Whenever anyone tells you to click, use the left button 
  
 
 

 
 
 

 
Right-click = press once on the right 
button  
Select options from the menu with a 
click, not a right-click. 
 
 
 
 
 
 
 
 

Click Right - 
Click 
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My Documents 
 

The My Documents folder is a 
file folder intended for easy file 
access and storage.   
 
To access the My Documents 
folder in Windows 7: 

1. Click on the office button 
2. Click on Documents.   

 
 
 
 
 
 
 
 
 
 
 

USB drive 
A popular storage alternative is the USB Flash Drive, also sometimes 

called a flash key, key drive, flash drive, 
jump drive, etc.  

 

The flash drive has no moving parts 
and is compact, so has become common 
place for portable storage, replacing the 
floppy. While these used to be expensive 
you can now find a 2 GB model for $5-$10, 
giving you a very small and cheap 
equivalent to 1,000+ floppy disks. Many 
computers are now even sold without 
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floppy drives, so be aware that you may need to buy a USB floppy 
drive if you have floppies you need to use. 

USB Port 
 

More information is available at: 
http://en.wikipedia.org/wiki/Usb_drive 
 
 
 
 
 
 
 
 
 

 
Keyboard 
The keyboard is used for all the typing you will do and resembles a 
typewriter.    

Qwerty is the name given to 
modern keyboards; Qwerty is 
the first six letters you see on 
the upper left-hand side of the 
keyboard. 

 

While they generally have the same layout you will find some different 
ones designed for various 
ergonomic positions. If you type 
a lot you may want to try out 
different keyboard designs.  

 
Ergonomic Keyboard 
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Number Pad: Some keyboards have a number pad with the numbers 
grouped into a square for easy data entry.  To use the number pad, 
you have to turn off the Num Lock.  Look for the Num Lock key. 

 

Keyboard Shortcuts: Perform an application command using the 
keyboard instead of the mouse.  Press two; or sometimes three 
keyboard buttons at the same time. The keyboard shortcut for Print: 
Hold down the control key while pressing the letter P. 

 

Control - S   Save 

Control - O   Open 

Control - C   Copy 

Control – X   Cut 

Control - V   Paste 

Control - P   Print 

Control – A   Select All 

Control – F   Find 

Control – Z   Undo 

F1     Help 

 

 
Open Microsoft Word 
 

Before we can use the keyboard, let’s open a computer program that 
allows us to see the text that we type.  We’ll open Microsoft 
Word. 

Microsoft Word 
 

1. Double-click on the icon to launch the application 
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A. Title Bar 

B. Menu Bar 

C. Close 

D. Toolbars 

E. Blinking Curser 

F. Scroll Bar 

G. Status Bar 

 
Take the Microsoft Word classes to learn more about Microsoft Word.

F 

G 

E 

D 
C B A 
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Keyboard Hunt 
Let’s locate the following keys on the keyboard: 

Space bar    insert a space between words 

Caps Lock    turn on/off capitalization (All caps) 

Num Lock    turn on/off the number key pad 

Function Key   F1 = help, for example 

Tab      Inserts ½ inch in Microsoft Word, or on the 
internet, the tab key jumps from field to field. 

Backspace   --delete text and spaces to the left 

Delete        --delete text and spaces to the right 

Enter    moves the blinking cursor down one line 

on the internet, Enter is “submit 

Arrows    move the cursor or page up, down, left, right 

Page Up & Page Down 

@     used in email addresses, i.e. tony@yahoo.com 

/ Forward slash  used in internet addresses, otherwise known as 
URL’s (Uniform Resource Locator) address, i.e. http://www.google.com 

Shift    used to make capital letters and symbols 

Control    used mainly for keyboard shortcuts, i.e. Cntrl + C 

Keyboard Skills 
The following are suggested websites for developing your keyboarding 
skills: 
 http://www.sense-lang.org/typing/ keyboarding exercises in 

multiple languages. 
 http://www.davis.k12.ut.us/cjh/appliedtech/Business/Keyboarding/ 

is a series of 17 drills for keyboarding technique and speed. 
 http://www.typingmaster.com/individuals/bubbles.asp practice 

letter and number typing skills with a bubbles game.  
 http://www.powertyping.com/ a typing tutor, games and timed 

typing tests.  
 http://www.goodtyping.com/ free on-line typing course in English, 

French, Spanish, Italian and Portuguese.  
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 http://www.typing-lessons.org/ hosts Peter’s Online Typing Course 
which has 18 lessons and warm-up exercises.  
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 Internet Browser Basics 
 

   Internet Explorer        Firefox 
 
Double-click on the shortcut on the desktop to launch the application. 

 
A. The Ann Arbor District Library website is the homepage 

B. The Forward and Back buttons 

C. The URL or Address bar 

D. The refresh and close buttons 

E. The Google Search box (Search Engine) 

F. A Tab, you can more than one tab open at the same time, each with 
a different website. 

G. Home and Print 

B C D E 

H 

G F 

A 
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H. Web page with Links.  Click on a link to go to another web page or 
web site. 
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Go to a Website 
 

Let’s go to a news website: 

Click once in the URL or 
Address bar at the top of 
the browser window. 

The address will turn blue 
or black; that means that the address is selected. 

Press the delete key or the backspace key on the keyboard. 

Type annarbor.com 

Press the enter key on the keyboard. 

 

Other news websites include: 

detnews.com   Detroit News 

freep.com    Detroit Free Press 

annarborchronicle.com Ann Arbor Chronicle 

arborweb.com    Ann Arbor Observer 

mlive.com/ann-arbor Michigan Live 

 

Job search websites include: 

indeed.com    

hotjobs.yahoo.com 

 

Google Search 
Google is a search engine.  Google isn’t the only one; there are other 
search engines like Bing, AltaVista, Yahoo, etc. 

 

Click in the Google Search box. 

Type Motel Jackson Michigan 

Press the enter key on the 
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keyboard 

 

The results page, these are your Google search results. 

 

Google will search for matches to your keywords in several ways: 

Web 

Images 

Maps 

News 

Shopping 

 

 

Click on News to see if there are any news stories about Motels in 
Jackson Michigan. 
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Sponsored Links, these are advertisements.   

News Stories, click on the blue link to follow the story. 

Sorting methods, you could sort by time or date, etc. 

 

Click on Maps at the top of the page to see a map of Motels in Jackson 
Michigan. 

 

A 

B 
A 

C 
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Highlighting/Selecting  
 
How to highlight a word: 

1. Double-click on the word 
Word 

 
How to highlight more than one word: 

1. Click at a place before or after and hold down the left button 
while dragging over the items you want to highlight.   

Several Words 
 
Select All 

1. Press Control + A 
Or use the menu, Edit – Select All 

 
 
Dragging & Dropping 

 
1. Highlight a word or make a selection 
2. Click on the selection and hold down the left button, don’t release 

the button. 
3. Drag the item to a new location  
4. Release the left button to drop the item 
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Appendix 
History of Data Storage 
An important part of the computer is the storage device. You use a 
computer to save files and these files need a place to live. In most 
cases we store our files on a hard drive. Your computer has other 
forms of memory (RAM-Random Access Memory) that it needs for 
operation but the hard drive will be where your files are stored. 

 

At the basic level, a computer is storing the documents you create as 
zeros and ones. The number of zeros and ones a device can store 
determines the size you see. For a longer explanation of this see 
http://en.wikipedia.org/wiki/Byte 

Not that long ago the zeros and ones were stored as holes in paper, 
with a capacity of just 120 bytes. You can read more at 
http://en.wikipedia.org/wiki/Punch_card 
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Computer Storage Units 
The card above has 120 bytes per card.  Bytes still exist today and 
they are the smallest unit of storage.  Take a look at the unit 
conversions below: 
 
1024 bytes    =  1 KB kilobyte 
 
1024 KB kilobytes   =  1 MB megabyte 
 
1024 MB megabytes  =  1 GB gigabyte 
 
1024 GB gigabytes   =  1 TB terabyte  

 

Today you can get multiple gigabytes that will hook to your keychain 
or even hundreds of gigabytes that will fit in your pocket. 

 
Storage Devices 
Storage can usually be lumped into two categories:  

Re-writeable (RW) 

Write-once/read-only (R) 

 

Most of the storage devices can be written to multiple times: 

 

3 ½ inch disk 
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Hard drive or Local Drive 

 

 

 

 

 

 

 

 

 

 

 

Flash drive, USB (Universal 
Serial Bus), Thumb drive, 
Flash Key 
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CD 

CD-R or CD-RW  

R = recorder (once only) 

RW = rewritable 

 

DVD-R or DVD-RW   

 
 
Optical Disk Drives  
play, record and write CDs and DVDs 

 

 

 Pressed 
CD 

CD-
R 

CD-
RW 

Pressed 
DVD 

DVD-
R DVD+R DVD-

RW DVD+RW DVD+R 
DL 

Audio CD player Read Read 
1 

Read 
2 None None None None None None 

CD-ROM drive Read Read 
1 

Read 
2 None None None None None None 

CD-R recorder Read Write Read None None None None None None 
CD-RW recorder Read Write Write None None None None None None 

DVD-ROM drive Read Read 
3 

Read 
3 Read Read 

4 Read 4 Read 
4 Read 4 Read 5 

DVD-R recorder Read Write Write Read Write Read 6 Read 
7 Read 6 Read 5 

DVD-RW recorder Read Write Write Read Write Read 7 Write 
8 Read 6 Read 5 

DVD+R recorder Read Write Write Read Read 
6 Write Read 

6 Read 9 Read 5 

DVD+RW recorder Read Write Write Read Read 
6 Write Read 

6 Write Read 5 

DVD±RW recorder Read Write Write Read Write Write Write Write Read 5 
DVD±RW/DVD+R 
DL recorder Read Write Write Read Write 

10 Write Write 
10 Write Write 
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Table from http://en.wikipedia.org/wiki/Optical_disc_drive 
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Solid State Device - SSD 
You may hear of something called a Solid State Device or SSD that 
you can upgrade your hard drive to when you buy a computer. This is 
a newer flash-based technology that is a hard-drive with no moving 
parts. This increases the speed and reliability although they tend to be 
much more expensive. Like more storage, the prices for SSD have also 
been dropping as technology improves so you may see these 
becoming common in the coming years. 

 

How big is the file?  How much room do I need?   
What size flash drive do I need to buy? 
You can use the following average file sizes to determine the size of 
memory storage you’ll need.  
A song (mp3) = 3.5 - 6 MB 
 
A picture JPG (Jpeg) = 4 MB – 10 MB 
 
A word document (doc) = 1 – 5 MB 
 
A ½ hour long video 20 – 100 MB 
 
A full movie= 700 MB 
 
You-Tube movie = 2 – 15 MB 
 
For example, if you know you want to store 300 songs, you’ll know 
that you’ll need a storage device with at least 1GB of memory. 
 
 
How much data will fit in 1GB? 
1 GB USB drive = around 232 pictures (4 MB in size) 
 
 1 GB USB drive = approximately 300 songs (3.5 MB in size)  
 


