
Basic Computer Skills

Instructor:  Jonathan Barkand (412-655-8447)

The first thing I would like to go over is the hardware of a computer.

The basic hardware includes a monitor, desktop computer case, keyboard and mouse.

The monitor displays the text, graphics and images that your computer processes.

The desktop computer case is what holds all of your internal hardware.

The keyboard allows you to type commands.

The mouse is a device that is used to move the cursor on the screen.  When the mouse is moved across a flat surface, the cursor moves the same direction on the screen.

The mouse is used for clicking and double clicking.

Pressing the left mouse button once is called clicking.

Clicking the left mouse button twice in rapid succession is called double clicking.

Double clicking is often used to open a document or to start a program.

The internal hardware of a computer is the CPU, hard drive, CD-ROM drive, sound card, modem, RAM, video card, and 3 ½ floppy drive.

The CPU stands for Central Processing Unit, and is a very important part of your computer, because it controls all the other parts of your system.  

The hard drive is used for storing large amounts of information.  Whenever you save, download, or install software it is put on the hard drive.

The CD-ROM drive is used to read CD’s.  CD’s are used to hold programs and information.  To open the CD-Rom drive you press the small indented button on the front of your tower.  (Instructor: goes to each individual computer and shows them how to open) 

The sound card gives your PC the ability to play high-quality sound and music.

The modem lets computers use telephone lines to transfer data.  You need a modem and a phone line to connect your PC to the Internet.

RAM stands for Random Access Memory.  This memory allows data to be stored temporarily.

The video card allows you to view text, graphics and images on your monitor.  A PC will not run without a video card.

The 3 ½ floppy drive can hold a disk called a floppy disk.  The disk allows information to be stored temporarily or permanently. (Instructor: give them floppy disk, show how it works, then eject and place beside computer.)

We will now move into the software part of the program.

There are many types of software, the software running on your computer is Windows.

There are many different versions of this program, such as Windows 3.1x, 95, 98, 2000, NT, ME, and the new XP.  We are using Windows NT, which is basically the same as 98, 2000, and ME.

Right now everyone should be looking at the desktop.

The desktop contains Icons and the start button.

Icons are small pictures that are placed on your desktop that represent shortcuts to programs installed on your computer.  All icons on the desktop need double clicked.

My Computer and the 3 ½ Floppy

Would you please double click the icon labeled my computer, the icon is located at top left.  A window should open and you should see smaller icons labeled 3 ½ floppy (A:), Local Disk(C:), Compact Disk (d:) and Control Panel.  Please put your floppy disk in the drive.  Once the disk is in the drive, double click the icon labeled 3 ½ floppy.  Inside the window you should see icons and to the far left of the window you should see a small pie chart.  Above the pie chart you should see the words “free, used and capacity”.  This is useful information because it tells you how much more information can be saved on the floppy disk.  Look at the three icons in the window.  The icons should have different pictures above them, and by these pictures you can guess what they might be.  The one icon that looks like a picture with a frame, means its probable a picture file.  The other files have the pictures that look like a document, they also have a blue “w” on them.  The blue “w” stands for Microsoft Word. These computers have Microsoft word installed on them.  Please double click the icon labeled Introduction to the internet.  After clicking you will notice that the program you need will automatically load and display the file.  

How to Save Documents

Now that we have this document open I will explain how you will save files.  First click once on the word “file” in the upper left.  After clicking you will notice that many new choices will open.  Move your mouse straight down and stop over the words “save as”.  You should also notice a choice that says “save”.  The difference between “save” and “save as” is when saving a document you always have to use “save as” first.  “Save as” is used first because you have to give your document a name, and you have to choose the location you are going to save to.  After you have saved the document once using “save as”, any time you open the file and change it you only have to click on save, because your file already has a name and location.  A new window should open.  The window is showing the contents of your floppy.  At the top of the window you should see the words “save in” and then beside there you should see a location.  It should be 3 ½ floppy.  You can change this.  To change the location you have to click on the small black downward facing triangle, after you do this, you should see new locations appear.  Any time you see a small black triangle facing any direction, you should be able to see more information or choices.  We are going to choose the choice “my documents”.  So you have to move you arrow over that choice and click once.  We have now moved our save area to the folder “my documents”.  It’s always a good idea to remember where you save your document, because when you want to use the file again you have to know where it’s located.  At the bottom of the window you should see two text areas, one labeled file name and the other save as type.  Click anywhere in the white box next to file name. File name is what you want to call the file.  Press backspace on your keyboard and clear out the existing title, and type test.  After typing test, click on the button in the bottom right labeled save.  After clicking save, the window will close. You have now saved your document to the folder “my documents”.  We are now going to go through the same process and save another copy to our floppy disc.  Click on “file”, then click on “save as”.  Click on the downward facing triangle and click on the choice 3 ½ floppy.  The next thing we have to do is change the name, but you should notice that the name is already test.  The computer assumes that you are going to save a backup copy.  All we have to do now is click the save button.  After you click save, you will notice that your arrow changes to an hourglass, anytime you see that you need to wait till it changes back.  

Scrolling

Now I will show you three ways to scroll up and down a page.  Scrolling is used because your screen can only show you so much information.  You should see a long vertical bar to the far right of your screen.    The first way is to use the up and down triangles located at the top and bottom of the bar.  Please click the down triangle once.  Each time you click the down triangle you will move one line down the page.  If you are in a hurry to get to the bottom of the page, just click and hold the left mouse button on the down triangle.  The second way is by clicking and holding the dark gray rectangle inside the light gray bar.  Please click and hold over the gray rectangle. You can then move by, moving the mouse up and down.  Please move the mouse up and down.  The third way is used by your mouse itself.  Please look at your mouse, you should see a small blue gray semicircle in between the left and right mouse button, this is called the scroll wheel.  To move up the page you must push forward on the wheel, please do this now, do not push down on the wheel, but lightly push it forward.  If you wish to go down the page you would pull the wheel towards yourself, or in other words backwards.  

Manipulating Windows

We are now going to manipulate windows.  In the top right of your screen you should see 3 buttons one with an x, one with 2 squares, and one with a minus sign.  Please click on the one with the minus sign.  By clicking on the minus sign, you have minimized the screen.  At the bottom of the screen you have a gray bar called a task bar.  The task bar shows all windows that you have open.  In the task bar you should see the button labeled test, please click on it.  The window should then become full size again.  The minimize button is used if you want to see the desktop, or open another program on the desktop.  The middle button is used to make the window smaller.  Please click it. After clicking the button the window should be smaller.  When the window is this size you can move the window or resize the window.  To move the window you need to click and hold the left mouse button, on the blue area to the left of the minimize button.  You can now move the window by moving your mouse in the direction you want the window to go.  Please move your arrow to the bottom right corner of the window.  In the corner you should see diagonal lines.  Your arrow should change to double arrows.  When you get the double arrows, left click and hold, you can then make the window smaller or bigger by moving to the left or right.  Now reclick the middle button to make the screen full size again.  The last button is labeled with an x, this button closes the window.  Please click the close button.  Now that you have closed the window you can see the window you had opened before.  In this window you should see the file we created.  We are going to delete this file. 

Completely Deleting Files

 To delete the file please click once on the icon that says “test”.  After you have done that you will notice that the icon is now blue, that means it’s selected.  To delete all we have to do is press the delete button on our keyboard.  We will then be prompted with the choice of yes or no, please click yes.  We have now deleted this file, it no longer exists.  But we still have a copy in the “my documents” folder, so we are going to go and delete that.  Please close the window.  Please double click the folder “my documents”, in that folder you should see the file named “test”.  Please left click once on it.  Press delete on your keyboard.  You should notice that the message you see this time is different.  It’s telling us we are going to move it to our recycling bin.  Please click yes.  Please close this window and double click on the icon “recycling bin”, files are stored in the recycling bin until you empty in, which we are now going to do.  Please click on the word “file” in the upper right.  Then click on empty recycling bin, we are now prompted with that same message as before, it tells us we are going to delete this file, please click yes.  The file is now gone from our computer.

The Start Button

 In the bottom left corner you will see a button labeled start, please click the button once.  The start button gives you access to every part of the computer.  Please click the start button.  Please move your cursor up to the icon labeled programs.  If you look to the right of the icon you should see a small triangle pointing to the right.  This means that there is more information.  The “programs” choice shows all the programs you have loaded on your computer.  If you don’t want to use your desktop icons this is another way to start a program.  To click on the icons in the new box you must move the cursor straight to the right and stop once you are in the new box.  Next go up to accessories, then over to games, then highlight solitaire and click once. These icons are not on the desktop so they do not need double clicked.    Please close solitaire.  Please click on the start button again.  The other important function of the start button is shutdown.  Please click the shutdown button once.   The shutdown button lets you safely shut down your computer.  By just pressing the power button you could lose data that you might need.  The window you are now viewing is asking what you would like to do.  To shut down the computer you would click ok, but we don’t want to shut down, so press the button labeled cancel.  

Changing the Desktop and Screensaver

The desktop and screensaver can become more personal.  There are three ways to get to the window that allows you to change your settings.  The first way is double click my computer, then double click control panel, then double click display.  The second way is to click on the start button, move up to settings and then over to control panel. The third way is to right click in any clear area on your desktop, then move down the properties and left click once.  Whatever way you do it, you should see a window that says display properties.

To change your background just left click on any of the choices.  You should notice that the picture of the monitor changes and displays your choice.  If that is the background you like just left click the button that says apply.  If that isn’t the one you want, pick another one and click apply.  

We are now going to change our screensaver.  The screensaver does exactly what the name implies, it saves your screen.  To change the screensaver left click on the screensaver tab.  Below the monitor you should see an area that says screensaver.  You should also see a box with a downward facing triangle. Left click once on the downward facing triangle.  You should now see many choices.  Move over the choice you like and left click.  The monitor should display your choice. Then click apply.  You can preview your screensaver choice by clicking the button labeled preview.  After you click do not move the mouse, because the way to exit the screensaver is to move the mouse.  Also below the preview button you will see an area that says wait and then has a time.  This is how long your computer waits till it puts on the screensaver.  You can increase or decrease the time with the upward and downward triangles.

My personal choice of screensaver is none, because I never need it.  When I leave my computer for 15 minutes or longer I turn the monitor off, but leave the computer running.  This is the ultimate screen saver, not only will it prevent your monitor from burning in or burning out, but it will also save power.  There is another feature available that will automatically turn your monitor off and you can set it to any length of time you decide.  To set this you must have your desktop setting window open, and then you must click on the screensaver tab.  The first setting is to turn your screensaver off, since your monitor will be off you will have no reason for a screensaver.  To do this click on the downward facing triangle and select “none”.   Then you should see a button that says “Power”, please click on it.  You should see a area that says turn off monitor and the selection should be “never”.  Please click on the downward facing triangle, you should see different options.  We are going to select 1 minute for our purposes.  But the usual choice is 15 minutes.  Basically after 15 minutes after you leave your computer the monitor will turn itself off and when you return all you need to do is move your mouse and the screen will turn back on.
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