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Getting Started 

The following course is an introduction to computers for 
absolute beginners… and those who aren’t sure they learned 
it all the first time around. During this course we will look at: 

 
Part 1 

 Computer Components 

 Turning on the Computer 

 Logging On 

 Loading the Desktop  

 Using the Keyboard 

 Using the Mouse 

 Opening Notepad 

 Working with Windows 
 
Part 2 

 Multitasking 

 Navigation 

 Folder Creation 

 Saving Files 

 Moving Files and Folders 

 Deleting Files and Folders 

 Restoring Deleted Items 

 Shutting Down the Computer 

 Wrapping Up 

 Wallpaper Exercise 
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Computer Components 
A computer is made up of multiple parts that interconnect, store, cool, and 
send or receive information. All computers include the following hardware: 
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To interface with the internal workings of the computer, we humans need a 
way to interact and provide instruction to the computer.  We use the following 
external components to do this…
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Now that we’ve reviewed the anatomy of the computer, we’ll take a look at 
interacting with the computer and see how it uses software to accomplish 
different tasks. 

 

 

Turning on the Computer 
When you push 
the “On/Off 

Button”, the computer 
sends signals to the 
different components to 
make sure they are all 
connected and working, it 
then starts the 
“Operating System” 
software. 
Operating System: 
The underlying 
computer program 

that runs the computer and provides the environment in which 
a User is able to perform tasks.  The most common operating 
system is Microsoft Windows, of which XP, Vista, & Windows 7 
are all examples. 

 

Logging On 
Windows has the ability to create different “User Accounts”.  So that on one 
computer, you can have several different users, and several different 
experiences.  

User Accounts: Individual, customized settings 
for different people on one computer.  Can 
include different Desktop appearances, 
permissions, files, and more. 
 

 
After logging on, an Operating System loads settings for the specific User 
Account you selected.  It is normal for a computer to lag or be unresponsive for 
the first several seconds as it goes through a series of steps necessary to make 
the components operational. 
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Loading the Desktop 

 
Desktop: The customizable display area you see when Windows 
starts. 
Icon: An image representing a program, Folder, or file. 

 
Taskbar: The customizable bar at the bottom of the computer 
screen that contains a button for each open program, as well as the 
Start button and the Tray / Status Area. 
Tray / Status Area: Area on the right side of the taskbar which 
shows various system information, such as time, battery power, 
and volume. 
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Taskbar Icons:  Icons on the left side of the taskbar that show 
which programs are currently running. 

 
Start Button: A button in the lower, left corner of the screen that 
opens the Start Menu. 
Start Menu: A menu of programs that can be launched. It is also 
where you turn the computer on and off. 
 
 

Using the Keyboard 
The most common keyboard found in the United States uses the ANSI 
(American National Standards Institute) guidelines and the QWERTY layout 
where Q, W, E, R, T, and Y are the top left six letters on the keyboard.  
 
We’ll breakdown the keyboard into quadrants and explain the keys that you 
will use most often, keeping in mind that all keyboards are laid out a little 
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differently.  
 
Lower Left: The “Ctrl” key or Control key when pressed in conjunction with 
another key will perform a special operation. For example, Ctrl + C = Copy. 
You’ll see a Ctrl key on both sides of the keyboard. 
 
Holding the “Shift” key down while typing changes the case of the letter to 
upper or lower (depending on whether “Caps Lock” is locked) and also allows 
you to use the top character on keys with more than one character. You’ll see a 
Shift key on both sides of the keyboard. 
 
“Caps Lock” toggles between upper and lower case letters (q and Q). 
 
The “Tab” key will indent the cursor approximately 5 characters or half an inch 
each time you press it. It will also move the cursor from text box to text box in 
an electronic form. 
 
The “Fn” key, or Function key, is a modifier key on many keyboards, especially 
on laptops. It is added to the keyboard when a separate set of keys is not 
practical due to size restrictions.  On the PCC laptops, holding down the Fn key 
and pressing another key with a character of the same color will invoke that 
character or action. For example, pressing the Fn + Prnt Scrn keys will activate 
the Print Screen function and place an image of your computer screen on the 
clipboard. 
 
The “Alt” key can be programmed to function in a particular way based on the 
program you are using. You’ll see a Alt key on both sides of the keyboard. 
 

 This is the Windows key. It also is programmable. Pressing it in 
combination with the D, for example, will bring the user to the Windows 
Desktop. 
 
Lower Right: The arrow keys in the lower right allow you to move around the 
page (up, down, left, right) in certain programs.  
 
The “Enter” key is used like the carriage return in typewriters and also to say 
“OK” when you need to tell the computer to accept the data you have entered. 
 
Upper Right: The “Backspace” key allows you to move the cursor to the left, or 
backwards. It will delete the characters as it moves backwards. 
 

http://en.wikipedia.org/wiki/Modifier_key
http://en.wikipedia.org/wiki/Computer_keyboard
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“Page Up” and “Page Down” allow you to move around the page either up or 
down. 
 
“Home” will move the cursor to the left or beginning of the current line and 
sometimes to the top of the page depending on the application you are using. 
 
“End” will move the cursor to the right or end of the line and to the bottom 
depending on the application you are using. 
 
“Insert” allows text to be inserted when it is enabled and will overwrite 
preexisting text when disabled. 
 
“Delete” deletes characters to the right of the cursor. 
 
Top Row: The top row encompasses the “Esc” key and the Function keys. If you 
find yourself someplace you don’t want to be, pressing Esc may get you out, 
but in fact, it also may not. It depends on the program you are using, but it’s 
always worth trying. 
 
The Function keys (F1, F2, etc.) are also programmable. One useful F key is F5 
which will refresh the page when you are on an internet site that seems to 
have stopped loading or is not responding. 
 
And lastly, the long key across the bottom of the keyboard is the “Space” bar. It 
allows you to insert spaces between words when you are typing. 
 
If you need to practice your keyboarding skills, this site works very well and is 
accessible from anywhere with an internet connection - http://www.sense-
lang.org/typing/tutor/keyboarding.php. 
  
 
 

Using the Mouse    
Most computers have a detached mouse which is moved over a surface to 

direct the computer’s pointer    to move across the monitor.  
 
Laptop computers instead have a touchpad you move your 
finger over to show where you want the cursor to go.  Some 
laptops also have a “Track Stick”. 

 Track Stick:  A type of mouse that operates more like a joy 
stick. It sits in between the G, H, and B keys on the keyboard 
which allows cursor movement without moving the hands 

http://www.sense-lang.org/typing/tutor/keyboarding.php
http://www.sense-lang.org/typing/tutor/keyboarding.php
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from the typing position. 
 
Most mouses have two buttons.  The one on the left is the primary button, and 
the one on the right is secondary.  The primary button is used for selecting an 
item (with one push of the button, or “Click”), or                                (Holding the 
button while moving the mouse over text) or opening Icons (with a “Double-
Click”). The secondary button brings up a menu of optional features (with a 
“Right-Click”).  
 
 
 

 
 
 
 
 
 

 
Click: Pushing the primary mouse button once.  
Double-Click: Pushing the primary mouse button twice quickly. 
Right-Click: Pushing the secondary mouse button. 

 
Try it – move your cursor around the desktop and get used to how the mouse 
feels. 
 
Practice Using the Mouse - Check out these tutorials. They provide a series of 
exercises to practice using a mouse or touchpad. You may be more 
comfortable with one versus the other, so try them both -  
http://www.seniornet.org/howto/mouseexercises/mousepractice.html 
http://www.lclshome.org/tutorials/mouse/index.htm 

 

 

Opening Notepad 
Notepad is a simple Windows program that allows text to be written 
and saved.  Like all programs, it can be accessed in different ways: 
 

 
One option is to Click the Start button 
 
If you don’t see it in the list in the Start Menu, Click the following 
 
>   All Programs   > >  

Primary Secondary 

http://www.seniornet.org/howto/mouseexercises/mousepractice.html
http://www.lclshome.org/tutorials/mouse/index.htm
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Or Double-Click the Icon in the Taskbar, 
Or, you can Search for it by typing the name in the Search field at the bottom 
of the Start menu.  
 
Practice Using Notepad:  

1) Open Notepad.   
2) Now, Maximize the Notepad Window.  
3) When moving the mouse over the main area of the Notepad, the 

pointer will change appearance to look like this:    .  This shows that the 
pointer is over an area where text can be written.  If you Click when 
the pointer appears that way, you’ll see there is a blinking cursor inside 
the Notepad Window that looks like this: |.  You can now immediately 
begin typing, and the text will appear at the location represented by 
the cursor.  

4) Text can be deleted with the “Backspace” key, when the cursor is 
positioned to the right of the text you wish to remove.  The “Delete” 
key can be used when the cursor is positioned to the left of the text.  

5) Larger chunks of text can be deleted more quickly by highlighting them 
with the mouse and pressing Delete. Highlighted text can also be 
copied in several ways by: 
 Right-Clicking and selecting Copy from the menu.   
 Highlighting the text and Clicking Edit at the top of the Window, 

and then selecting Copy.  
 Holding down the Control “Ctrl” key and pressing the “C” key, 

known as “Shortcut” [Ctrl + C].    
6) The highlighted text can then be inserted (Or “Pasted”) by moving the 

cursor to the location you wish  to Paste the text and selecting Paste in 
any of the same ways (Right Click > Edit), or using the Shortcut [Ctrl + 
V]. 

Shortcut: A combination of key strokes that allow for a 
commonly-used action to be performed quickly.  Typically 
involves holding down the Control “Ctrl” Key while pushing 
another button.  Represented by [Ctrl  + (Letter)]. 

7) Another common editing tool is “Cut”.  This copies text and removes it 
at the same time.  This can be accessed in the same way as Copy or 
with the Shortcut [Ctrl + X]. 

8) The last editing we’ll show you is “Undo”. This eliminates your last 
change. The Shortcut for Undo is [Ctrl + Z]. In Notepad you can only 
perform one Undo. In some programs you can perform multiple Undos. 
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When you are finished practicing with Notepad, Restore it and leave the 
Window open. 

 

 

Working with Windows 
Microsoft’s Operating System is called Windows, and it is through a “Window” 
that we see into the contents of a folder, a file, or a program. Programs are 
tools within a computer that allow the User to perform different tasks. They 
can be accessed in different ways:  

 By Double-Clicking the program’s Desktop or Taskbar Icon ,  
 
 By Clicking the program in the Start  Menu , or 
 By finding it in “Windows Explorer” 

 
Window: A program’s container, which can be moved anywhere 
on the Desktop, or changed in size by the User.  Multiple 
Windows can be open at the same time. 
Windows Explorer: Microsoft Windows’ default navigation 
system, which serves as a map, allowing users to search for 
programs and files anywhere in the computer’s system.  
 

As with any program, you can find Windows Explorer in many ways - in the 
Taskbar, on the Desktop, in the Program list under the Start Menu. The 
easiest way to access Windows Explorer is through the Taskbar. The 

Windows Explorer Icon looks like this in the Taskbar.  
 
 
If you Double Click this Icon, a “Window” will appear displaying the contents of 
the computer. 



 
 
 

 
 

 
 

Public Computer Center, Version 1.4 Page 13 of 20 
* All instruction based on Windows 7 Operating System 

  

 
The Window can be manipulated in many ways. You’ll see the Window 
has three buttons in the upper-right corner which perform 
the following four tasks: 
 

1) Minimize     - Hides the Window with only its Icon visible in the 
Taskbar. 

2) Maximize    - Enlarges the Window to fill the screen. 
 

3) Restore   - Reduces from Maximized to only take up part of the 
screen. 

 

4) Close   
 
  If you are confused about which button does what, use the “Screen Tips”.  

Screen Tips: Small boxes that appear with a description of 
any buttons or Icons when the cursor is held over them 
for one or more seconds. For example, holding the cursor 

over the Minimize button will cause the screen tip “Minimize” to 
appear in a box just below the button. 

When in “Restore” mode, the Window can be resized by moving the cursor to 
any edge of the Window until it appears as a double-pointed arrow 

.  Then by holding down the mouse’s primary button and moving 
the mouse, the edge can be shrunk or stretched.  The Window can also be 
moved by moving the cursor to the top center of the Window, called the Title 
Bar, holding down the primary button, and repositioning. 
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If we decrease the size of the Window, you’ll see that at some point, the 
contents of the Window won’t all fit. Windows manages this by using “Scroll 
Bars” to allow the user to scroll through the options by clicking the 
central/movable part of the bar, holding it, and dragging it up or down . 

 
 
 
Scroll Bar: A narrow vertical or horizontal  bar that allows you to 
view additional items in a list that do not fit in the space of a 
window.  
 
 

 

 

 

 
 

 

Multitasking 
An important function of computers is their 
ability to run different programs 
simultaneously.  This is called Multitasking.  
If you open a program while another 
program is already running, a new Window 
will appear, but the original will remain 
visible.  Clicking on either one will bring it to 

the front.  You can also move between different open programs by Clicking 
their Taskbar Icon.  There is no limit to how many programs can be running 
simultaneously, but several programs running simultaneously over an 
extended period of time can result in slower computer performance.  
 
 

Navigation 
The content of any computer can be accessed in different ways.  The Desktop 
and Start Menu hold the most popular and commonly-used items, but in some 
cases, it is necessary to find content stored on the computer with Windows 
Explorer. When the User opens the Computer Icon on the Desktop, or any 
“Folder”, Windows Explorer is automatically opened. 

 Folder:  A virtual container that imitates a real-life Folder.  It 
is not an actual program, and opening it will only open a 
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Windows Explorer screen showing the contents of the Folder.  
Folders can be created by the User to organize their own 
documents or favorite programs. 

When opening the Computer Icon  , the User first sees Icons for the Hard 

Disk drive , and possibly additional drives (a CD/DVD Drive 

, a removable memory drive or Flash Drive).   Double-Clicking any of 
these drives will open their contents.  In the case of the hard disk drive, this 
would be several Folders.  Any of those Folders can be opened to explore their 
contents, which may consist of additional Folders and/or programs or 
documents.  There is no limit to the number of “Sub-Folders”, documents, or 
programs, stored within a Folder. 

Sub-Folder: Any Folder that is located within another Folder. 
After opening a sub-Folder, the User can return to the previous Folder by 

Clicking the Back Button  in Windows Explorer’s upper left corner.  
Additionally, they can see their current location by looking at the “Breadcrumb 
Trail” at the center top in the Windows Explorer “Address Bar”. 

 Address Bar: A location at the top 
of Window’s Explorer that 

displays the location (or address) of information, also known 
as a Breadcrumb Trail. 
Breadcrumb Trail: A listing of the User’s current location 
which shows every Folder and Sub-Folder they have Clicked 
through.  For example: This Breadcrumb Trail depicts that the 
User is navigating through the “Computer” Folder and 
currently looking at the “OS (C:) Hard Drive” Folder within it. 

Any of the items in the Breadcrumb Trail can be Clicked to return to that 
Folder. 
 

You can change the view of Windows Explorer by Clicking on the 
down arrow of the Change View Icon in the upper right corner. 

There are numerous views that you can choose from.  
 
 

Folder Creation 
For ease of organization, the User can create a Folder and Sub-Folders in any 
location.  To create a Folder on the Desktop, Right-Click any blank part of the 
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Desktop (You will not be able to create a Folder if you Right-Click on an Icon), 
and then Click “New” on the small menu that 
appears.  Another menu will appear.  Click 
“Folder”.  A new Folder will appear on the 
Desktop with the default name “New Folder”.  
You’ll notice “New Folder” is highlighted. To 
rename the Folder simply start typing. If the 
highlighting has disappeared, you can Right-Click 

the Folder, and select “Rename” from the menu that pops up.  Then type a 
new name for the Folder and push the keyboard’s “Enter” key.  Double-Clicking 
the new Folder Icon will open the Folder in Windows Explorer.  By Right-
Clicking on a blank part of the Windows Explorer Window, the same steps can 
be followed to create Sub-Folders. 
 
 

Saving Files 
Many Windows programs give you the ability to create and save files for later 
editing or review.  

To save Click “File” in the upper left corner of the Window.  A 
menu will appear offering options. Two of them will be: 
“Save” and “Save As”.  Clicking “Save As” allows the User to 
name the file and choose the location it will be saved to.  
Clicking “Save” will do the same thing if the file has never 

been saved before, but if it has already been saved, this will simply update the 
existing file with any recent changes in its current location.   
 
If you attempt to close a program with unsaved work, a message will appear 

with options to “Save”, “Don’t Save”, or 
“Cancel”.  Clicking “Cancel” will undo your 
request to close the program and keep it 
open.  Clicking “Don’t Save” will close the 
program without saving.  Any work that was 

done will be lost.  Clicking “Save” will open a version of Windows Explorer that 
allows for you to choose the location where the file will be saved, and what the 
file’s name will be. 
 
To avoid any loss of information, it is advisable to save often.  The keyboard 
Shortcut for Save is [Ctrl + S].  If you’re not sure where the file has been saved, 
be sure to select “Save As” first! If you would like to create a file by starting 
with an already existing file, open the existing file and create a new identical 
file by using the “Save As” command. You can now name the new file 
something different and make changes without affecting the original file. 
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Moving Files and Folders 
Any item on the computer can be easily 
moved to another location.  For example, if 
a user created a receipt and saved it to 
their Desktop and later decided to create a 
Folder to store receipts, they would be able 
to move the receipt from the Desktop and 

into the Folder.  The easiest way to do this is simply to Click the Desktop item, 
and while holding down the button, drag the item until it is on top of the 
Folder it is to be moved into.  When it has been positioned correctly, the Folder 
will be highlighted, and a small text will appear saying “Move to [Name of 
Folder]”.  When the Folder is highlighted, the Mouse Button can be released, 
and the item will be moved into the Folder. This is called “Drag and Drop”. 
Another method of moving files (One which must be used if the file to be 
moved and the Folder to be moved to are not both on the Desktop) is to open 
Windows Explorer (By Double-Clicking “Computer” on the Desktop or any 
Folder), and locate the Folder or Sub-Folder the file will be moved to.  The file 
can either be dragged onto the Icon of the Folder, or if the Folder is open, 
dragged into any blank part of Windows Explorer.  If the file is not on the 
Desktop, open a second Windows Explorer Window and locate it there, then 
drag it to the appropriate place. 
 
 

Deleting Files and Folders 
To delete an unwanted file or Folder, simply select the item (by Clicking it once) 
and press Delete.   To avoid accidental deletion, a Window will appear 
confirming that you wish to delete the item.  Selecting “No” will cancel the 
deletion request.  Selecting “Yes” will delete the item.  If the item is a Folder 
with programs or documents or Sub-Folders within it, all of these items will 
also be deleted. 
 
Practice Saving, Moving, and Deleting Files and Folders: 

1) Open Notepad. 
2) Enter text. 
3) Click File in the upper left corner of the Window and select Save. 

4) A Window 
will appear. 
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5) Enter a name for your file in the text box next to “File Name”.  
6) Choose a location to save the file. For this exercise, the instructor will 

direct you where to save your file. 
7) After saving the file, make sure to remember or write down where you 

saved it. Follow the Breadcrumb Trail in the Address Bar. 
8) Next let’s Move the file to another Folder. Click the Computer Icon on 

the Desktop or the Windows Explorer Icon in the Taskbar. We need to 
open two Windows Explorer Windows, so we can move a file between 
them.  You can do this by Copying and Pasting or by Dragging and 
Dropping. Refer to the Moving Files section. 

9) Let’s Delete the file. Don’t worry, we’ll see how to “Restore Deleted 
Items” it in the next section.  

 

 

Restoring Deleted Items 

Deleted items are stored in the “Recycle Bin” on the Desktop.  
Opening the Recycle Bin will show all recently deleted items.  Users  can right 
Click any item in the Recycle Bin, and a menu will appear with options to 
“Restore” or “Delete”.  Choosing “Restore” will move the item back to its 
original location.  “Delete” will remove the item permanently, after which it 
will no longer be possible to find or restore the item. You can also Drag and 
Drop the file from the Recycle Bin to the Desktop or to a Folder for storage. 
 

 

Shutting Down the Computer 
A computer should never be turned off by just holding the 
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power button or unplugging it as this can damage the computer.  Instead, it 
must be “Shut down”, a process through which the computer ensures all 
processes are properly ended before automatically powering itself down.  
Shutting down is also important as many automatic updates to Windows and 
different programs cannot be fully implemented until the computer is turned 
off.  Before shutting down, all open programs should be closed, and saved as 
necessary.  The easiest way to shut down is to Click the Start Button.  The “Shut 
down” button is visible on the Start Menu in the bottom right corner.  Click it, 
and the computer will shut down.  Another option for shutting down the 
computer is to press and hold the Ctrl key, then press and hold the Alt key, and 
then press Delete [Ctrl + Alt + Delete].  This will bring up a menu with an option 
(among several others) to shut down.  Selecting this will cause the computer to 
shut down. 
 
 

Wrapping Up 
The vast majority of what a computer does is based on the same basic 
functions this course has covered.  Being able to turn the computer on and off, 
running an Operating System, opening and closing files and programs via 
different methods and creating and saving files and documents.  Most 
programs use similar features, so being familiar with one program (such as 
Notepad) can often be carried over into another by simply trying it out.  
Remember, you can’t harm a computer by experimenting or trying something 
new, so be adventurous! 
 
The PCC will offer many courses covering different and more advanced aspects 
of computer use.  So check with your local library to stay up-to-date on dates, 
times, and content of upcoming courses.  PCC staff will also be on hand 
regularly at each branch for individual help and instruction. 
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Wallpaper Exercise – try this at home or after class 

 
Changing the Wallpaper on Your Desktop:  
Minimize or close all Windows until you see just your Desktop 

1) Move the pointer to an empty spot on the 
Desktop and Right-Click. This will bring up a 
menu. 

2) Move the pointer to the bottom option and 
Click “Personalize”.  

3) A new Window will appear with different 
Wallpaper themes. Choose one by Clicking 
it. Remember to move the Scroll Bar up or 
down to see all the options. 

Wallpaper: Images or themes that 
can be chosen as the background for 
your Desktop. 


