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MODULE DESCRIPTION

Computers have become a necessary tool in the workplace today; however, they are often one of
the most complextoolstouse. Thi s modul e will give a basic overvi ¢
components, as well as an overview of Microsoft® Windows.

This module covers:

Getting to Know Your Computer
Windows Basics

Internet Basics

Troubleshooting

Glossary
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GETTING TO KNOW YOUR COMPUTER

STARTING YOUR COMPUTER

Once you press the Power button, buttons will light up, and the
screenwillcomeon.You " | | hear ainsidenthercase. n g
From here, the computer boots up, then it will be ready to use.

The whole process usually takes less than a minute or two to
complete.

Photo courtesy of http://www.flickr.com/photos/williamhook/537553832/, and Creative
Commons.

THE DESKTOP

The Desktop is what you see after you first log on to your computer. It is used much like your

real desktop.t cont ains everything you use to perform wo
icons, folders, the Taskbar, and the Start button. Everything in Windows runs on the desktop,

and like a real desktop, you can choose what to view, even if you have many different files

opened on your computer.

THE MOUSE

When you move the mouse around on the top of your desk or table, those movements show up
on the monitor. This takes a little practice.

Mice usually have two or more buttons, and a

wheel in the middle, for scrolling up and down. #3\ #2
1. The Left Click. You use the left button to — \’\f '

open new programs, to highlight a file, or to
click on a link in a Web page. The left button is #1
the most commonly used button.

2. The Right Click. This button is used to bring
up certain options in different programs. The
right-click menu usually will let you cut, copy,
and paste text or pictures.

3. The Scroll Wheel. Many newer mice have
another button, in between the left and right
buttons, called the Scroll Wheel. This wheel
will let a user scroll their Web pages up or
down without having to use the arrow keys on
the keyboard.
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CLICKING AND DOUBLE-CLICKING.
Most of your clicking will be done with the left mouse button. Sometimes you should only click
once, sometimes you need to click twice. He r e * s -raferaneei c k

Single-click Double-click

To highlight a file or icon | To start a program
To follow a link on a webpage | To open a file or folder

PRACTICE! Mouse clicking and dragging

Some great practice!
http://www.seniornet.org/howto/mouseexercises/mousepractice.html

THE KEYBOARD

Most keyboards have a standard layout, plus function
keys, cursor keys, and a numeric keypad.

Photo Courtesy of http://www.flickr.com/photos/spadqy/313251515/, and
Creative Commons.
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Above is the most common layout of computer keyboard. This style of keyboard originated
when mechanical typewriters were being developed. Since keyboards are predominantly
electronic now, there have been a few keys added to the standard layout.

Typewriter Keys. These keys are standard numbers and letters. The Spacebar, punctuation
marks, and the <Ctrl>, <Shift>, and <Alt> keys are included in this group. <Ctrl>, <Alt>, and
<Shift> can be held down in combination with other keys to make the keyboard perform a
special function. These special functions are called keyboard shortcuts, and can also generally
be done by using the mouse.

System Keys. These keys, on a Windows-based keyboard,
bring up the Start menu. They are located at the bottom of
the keyboard, near the spacebar.

Application Key. This key is located to the bottom-right of the Typewriter Keys. Pressing it is
the same as right-clicking with the mouse. It will bring up a context-sensitive menu.

Function Keys. These keys can also be used for keyboard shortcuts. They are located along
the top row of the keyboard, and all start with the letter F. In nearly every application, F1 can be
pressed to access the Help feature.

Numeric Keypad. To the right of the Typewriter keys is the Numeric Keypad. If you have a lot
of data entry to do, it can be quicker to type with the Numeric Keypad than on the regular
number keys. Laptops do not have a separate Numeric Keypad.

Arrow (Cursor control) Keys. These keys are handy for navigating around in documents or
Web pages. In documents, they move your cursor around, and on Web pages, they scroll the
screen up or down.

Enter Keys. There are two <Enter> keys. One is on the right side of the Typewriter Keys, and

the other is at the bottom-right side of the Numeric Keypad. The <Enter> keys work the same as
clicking “OK” on a window, or adding a blank 1| ine
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PARTS OF A WINDOW

#1 Title and Menu Bars. A t

program.

Under the Menu Bar,

t he

Bar. It contains the name of the folder or program you have
open, as well as any file that might be open within the

y o u " | Title Bar.ahetMierau
Bar is used to find all the commands available for use within
the window. It usually has choices like File, Edit, and Help.

t op TWtleu
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File Edit View Favorites Tools Help

[ My Computer

=10l x|

|/
I

Folders

J Back - \_/J ™ ﬁ' | /.__ ) Search

3 5 X 9|

Address I _.} My Computer

BDE

me | Type I

Total Size |

Free Space I Comments I

ard Disk Drives

“e® | ocal Disk (C:) Local Disk

Devices with Removable Storage

< CD Drive (D:)
& DVD/CD-RW Driv...
@ Lexar (G:)

3V2-Inch Floppy Disk
CD Drive

CD Drive

Removable Disk

#2 Address Bar. Just below the title
bar, you AddresssBareThis h e
informs you of your location in the
computer, or on the intranet. The Address
Bar will display a folder name or a
website. The Address Bar will also include
Forward and Backward arrows.

37.2GB 23.1GB

#3 Minimize, Maximize, and Close. These three

buttons will always appear in the upper right corner
of every window.
1.

The button on the left is the Minimize
button. It will send your window down to the
taskbar, to be , hiddg
click on it in the Taskbar.

The center button Maximizes the window,
making it cover the entire screen. Clicking
the Maximize button when it has already
been maximized will shrink it to a smaller
window.

The far right button (X) is the Close button.
Clicking this will close your window.
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Exercise. Click on the My Computer icon. It should open a screen like the one displayed above.
Try using the Minimize and Maximize buttons.

MOVING AND RESIZING WINDOWS

When you open a folder or program, you can resize it or move it, to fit your preference.

Exercise. Moving a Window.
1. Double-click My Computer, to open it.
2. To move this window around the screen, click on the blue Title Bar at the top, and drag
the blue bar to another location on the screen.

Exercise. Resizing a Window.
1. Open My Computer, ifit “s not already open.
2. Move your mouse to one of the corners of the window. Your mouse cursor should
change shape, to look similar to the cursor below.

o

3. This cursor will allow you to change the size of the window.

4. Click and hold down your left mouse button, then drag the mouse into the window.
5. This takes some practice!

¥ My Computer =] 3] ¥ My Computer ol x|
- —— - 7 .

J File Edit Wiew Favorikes Tools  Help | ' J Fle Edt Yiew Favorites Took  Help | 'l:t

G Bk - ) - . 7 | - search Folders | G- & (3 x @ J e=k - € - ‘ﬁ‘ /_- e >

Address My Camputer 2 Go

2 =a Jngdrassl § My Computer B e

Hame | Type | Total Size | Fres Space |

Hard Disk Drives Name | Tyee =

Hard Disk Drives
e Laocal Disk (C1) Lacal Disk 745 GEB E1.8GE
<@ Local Disk (22) Local Disk.

Devices with Removable Storage
R $44-Inch Flospy Disk Devices with Removable Storage
<5 DYD)CD-RW Drive {D:) CD Drive 53 : 344-Inch Flappy Disk

Lexar (E: R bl Disk. 5 . )

Oexar € Smavans L L DVDJCD-RA Drive (1) D Drive

Network Drives ® Lexar (E:) Remavable Disk
S8 globdata on Yclsfilo1' (G:) Metwark Drive 499 G5 815 MEB Nebtwork Drives
3S\mes on jelsfildl|user' (H)  Metwork Drive 499 GB 815 MB

2% globdata on jlsfil0l’ () Hetwork Drive

Other zsimes on jdlsfildlluser’ (H:)  Metwork Drive &

G Mobile Device Syskem Folder Fl I Ay
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ICONS

An Icon is a representation of a file. It may be any of these things:

e A specific document
o A file that will open a program.
e A shortcut that directs the computer to a specific file or program.

fiw = (] wz
test Microsoft
document.docx  Office Word
2007

You can tell what type of file you are looking at by its file extension. A file extension is a three-
or four-character abbreviation that always follows a period at the end of a file.

o Different versions of software can contain the same file extension.
o Different software programs use their own, individual file extensions.

Below are some common examples of file extensions:

.doc (or .docx) Document
Xls (or .xIsx) Excel spreadsheet
pdf Adobe Reader file
txt Plain text document

.html Web page

.mp3 Music file

Jpg Picture file

For an extended list of file extensions, take a look at this Web site: http://wwwfilext.com

OTHER WINDOWS FEATURES

THE TASKBAR
The taskbar is used to display all the windows you have open.

Open windows could include:
Folders

Programs

Internet sites

Files

If you have multiple windows open, you can minimize all the programs to find what you want to
use, or hold down <Alt> and press <Tab> on your keyboard. Pressing <Tab> repeatedly while
holding down <Alt> will cycle through all the open windows.
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THE SYSTEM TRAY
The System Tray is located at the bottom right of the Desktop. It displays the time and any
programs that are running “behind the scenes.”

background is the virus scanner, which checks for viruses with each file or program you open.

SHUTTING DOWN YOUR PC
When you"re done wordoadmdga tdsbut downithe cothpuier, This will geve a
any programs a chance to disappear from memory, which makes your computer more stable.

Click on the Start 4 start button, on the Taskbar, then clickon S h u t D o Avrrevd@ window

will appear. Click on the down arrow to see a list of shut down options, and click Shut down.
Click OK. The computer will take anywhere from 5-30 seconds to shut down.

Shut Down Windows ﬂ

'y Xp !
@ What do you want the camputer ko do?

Copyrighk € 1985-2001 ',.‘
Microsoft Corporation
IShut dawn j

Log off simes

Restart
Stand b

| OK I Cancel | Help
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INTERNET BASICS

This is a quick tutorial of common Internet terms and how to use Internet Explorer.

COMMON TERMS.

Browser. A computer program that provides access to websites. The library uses Internet
Explorer as its web browser.

Web Address. The address ofawebsite . The | i br ar ywwwv.joeolbbary.arg. @hise ss i s
might also be referred to as a URL.

Link. A link on a webpage is something that you can click on to take you to another webpage.
Usually the linksareunder |l i ned, or they“l 1l turn a different
them.

INTERNET EXPLORER TOOLBAR

/2 JoColLibrary - JoCoLibrary - Windows Internet Explorer =] x|
@A v I.-‘ http: fjwww, jocalibrary.orgf \ _LI 4| XK ILive Search 2=

J File Edit View Favorites Tools Help \ e .
W dhe B} JoColibrary - JoColibrary | ] \ J - [l - m= ~ :"Page ~ | Tools -

Back. (the arrow pointing left). This button will take you backward, to the page you just
visited.

Forward. (the arrow pointing right). Thi s button wusually won"t do any"
Back button to go back, you can then click the Forward button, to go forward.

Address Bar. If you know the address for a website, you can type it in the Address Bar.
Website addresses usuallybegi n wi t h , www" .

PRACTICE! Going to a website

Click on the current address in the Address Bar. It will turn blue. Type
www.cnn.com and press <Enter>.
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Refresh. (the little green arrows).This button will refresht he page that you"re cu
Vi ewing. lI't*"s good for news pages, financi al i nfo

Stop. (thered X). Thi s button wil/l i mmedi ately stop the cur
having a problem loading a webpage, you can click Stop, then Refresh.

Search. (the search box next to the address bar). Typing things in this box will let you search
the internet for those things.

PRACTICE! Searching the Internet

Click on the Search box in the top left corner of the screen. Type cars in
the box and press <Enter>

Home. (the little house).Cl i cki ng this button will take you to
' i brary, the home page is the I|Iibrary®"s website.
Print. (the small printer). Thi s wi | | pri nt curdntyviewin.page you“"re

PRINTING INFORMATION FROM THE INTERNET

When you are ready to print information from a website, follow these steps.

PREVIEWING A DOCUMENT BEFORE PRINTING:
1. Click File, on the Menu Bar.
2. Click Print Preview to see what your document will look like when it prints.
a. This will also let you see how many pages will print out
b. You can move through the pages of your document/link by single clicking on the
arrows at the bottom of the screen.

PRINTING AN ENTIRE DOCUMENT
¢ Click the Print button at the top of the screen. It looks like a small printer.
e It may be a few moments before the printing begins. It depends on the size of the file or
the images in the file.
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TROUBLESHOOTING

CRASHES, FREEZES, HANGS, AND LOCKUPS

When a computer becomes aware of a problem it can
Hang, Crash, or Lock up. All of these things mean the same thing — the computer will not

respond, move the mouse, type, or access menus. It simply looks like the computer has come

to a stopping point. There are many different ways this could happen and no way of knowing

how often this will happen.

This is why it is important to save often. The Microsoft Office products automatically save a
backupcopyofadocument you“"re working on every 10 minut
document by clicking the File > Save menu in the top left hand corner. This ensures that you

won"“t | ose any of the information you"ve been wor

To recover from a crash, freeze, hang, or lockup, press and hold the Power button for
approximately5s econds. Soon the computer will turn itse
at least 10 seconds before turning the computer back on.

Computers, | i ke p e o pllokthe tidedon dné reasca ortanothey. Thio r k
section will give you some tips on getting computers working on the right track.

Computer Wo n durn on. Check to see that the cables are connected to the computer,
monitor, and the wall. If using a power strip, double check to make sure the power strip is
turned on.

Ca n@et Onto the Internet. 1 f you get error messages that the ¢
Internet, the network cable may have come unplugged. You can identify the network cable
because it has a jack on the end that looks like a phone jack, but is a little bit wider.

Make sure the network cable is plugged into the computer and the wall. In some instances
there may be multiple sockets to insert the network cable into the wall.

COMPUTER RUNNING SLOWLY

Too Many Programs Running. Computers, like people, can multitask, but there is a limit to

how much work they can do. I f you" reaillgokngng s o me
up materials in the catalog, and searching in an online database, you may be doing too much at

once.

Close a couple programs and focus on 1 or 2 things at time. The computer should then be able
to keep up with you.

Page 12 of 16



Basic PCs and Internet
November 2009

Working with Large Files. Working with large files, or files that contain a lot of pictures (such
as clip art in Word or PowerPoint presentations) can be frustrating because it takes the
computer a long time to update your changes.

Save the document and reboot the computer. Thisl i t t 1 e break will <c¢cl ear t he
and it*"1]1 be fresh for you to begin your work.

Computer Beingon ForaLong Time.l t *s hard to define a “long ti mi
is a little different. Re b ouotte rt hae fcroensphu tsetra ratn dt hia
for.

Accessing Files Over a Network. When accessing files over a network, you are actually
retrieving files that are not stored on your computer. You can open, edit, save, and close these
files, but the response will be longer because the changes have to travel over the network.

An easier way would be to copy the file to your computer. Open it, make your edits, and save

the file. Then, copy the file from your computer and paste it back onto the network. You will

receive a message t hetdyeistgde sy 6&i Wiesmame over write
yes because you want the most recent copy of the file to replace the older file.
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GLOSSARY

HARDWARE

Hardware is anything that is inside the computer case and can be touched. Below, the most
common parts are listed.

CASE.

The case holds all of the important electronics inside of the
computer, and protects these things from dust and dirt. To keep
the computer cool, fans blow air through the case.

»TIP.It “s a good idea to blow the dust
every once in a while.

PROCESSOR.
Thisisthe c 0 mp u toraim. Everything you do on the
computer is possible because of this little chip.

Two of the biggest brands of CPU manufacturers are
Intel® and AMD®.

Photo Courtesy of http://www.flickr.com/photos/garrette/, and Creative
Commons.
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MEMORY.

This is one kind of memory inside the computer. The

more you have the more programs you can run at the e ""° 8oz yul
same time. " \\\ \‘ \\\\\\\\\:\,\,‘wm \

**T|P. Most new computers come with 1 Gigabyte
(GB) or more of memory.

HARD DRIVE.
This is where your documents, pictures, and music are
stored.

Photo Courtesy of http://www.flickr.com/photos/asten/92280430/, and
Creative Commons.

CD/DVD DRIVE.
These drives use a laser to play or save to CDs and/or DVDs.

Photo Courtesy of http://www.flickr.com/photos/chrisjroos/358297547/, and Creative
Commons.
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MONITOR.
The computer‘s display. The monitor is like a TV,
showing you information.

Most monitors are flat screens, and can range in

size from 15" all the way up
capable of displaying millions of colors! To figure
out a monitor"s size, measur e

corner of the screen to the other.

Photo Courtesy of http://www.flickr.com/photos/nickstarr/292458633/
and Creative Commons.

PRINTER.

A printer takes data from the computer and translates it into print. Printers can print text or
images, or combinations of both. Printers can be hooked up to a single computer, or to a
network, allowing the printer to be shared among various computers.

—r——

® printers come in a few varieties:

¢ Inkjet — Usually the cheapest. Inkjets are good
for home/office printers. The ink is liquid.

e Laser — More expensive than inkjets. These
printers are good for high-volume printing. The
ink is actually a powder, called toner.

e Multifunction — Usually inkjet, but the printer is
actually combined with a fax and a scanner.

Photo Courtesy of http://www.flickr.com/photos/mshades/2419822505/,
and Creative Commons.
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