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Getting to Know the Computer

Course Series Overview:

These courses are designed to help you get acquainted with the computer. It is assuming that you have never been in contac t with a
computer before . It will introduce youto the components of a computer, allow you to turn it on and off ; and receive and send electronic
messages among other things .

Course Details Description

Audience Description |This series is intended for an yone who wants to learn how to use a computer.
Prerequisites | None
Objectives | At the completion of this series you should be able to:
A Turn on and off a computer
Know basic computer terminology
Familiarize with the mouse and other computer components
Get a cquainted with the contents of the Desktop or initial computer screen
Access electronic mail  using Internet Explorer
Send and re ceive electronic mail
Register in the Elevate Miami Program
Browse the Web and use of search engines
Get used to the Elevate Mi  ami Portal
Use of Web resources
Find out the contents and how to use Digital Literacy online Microsoft
curriculum
Contents | The series contains six courses:
Hardware/Software Basics
The Desktop
Working with Files and Folders
Navigating the Internet and using the Elevate Miami Portal
Electronic mail
Using Microsoftds Cubcugmt al Literacyéo
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Course 1: Hardware/Software Basics
A. Introduction / Welcome
1. Instructor
2. Participants
3. Signup sheet
B. Introduce the hardware (without turning on the computer )
1. Peripherals 0 (show them all)
a. Input Devices & mouse, keyboard, microphone, scanner & camera

.fMicrophone =
Keyboard { A

= Camera
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| Printer —I Headphones
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c. CPUand memoryé processor, Random Access Memory (RAM) and Read Only Memory (ROM)
d. Motherboard & main circuit bo ard

Floppy
Diskette

CD
N DVD ~ Flash Drive
\‘D @

e. Storage Devices 0 hard disk, floppy, CD , DVD and flash drive
C. Introduce Software
1. Different types of software (to write letters, to make presentation, spreadsheets (compare to accounting tablet), etc.)
2. Operating System & functionality and importance
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D. Introduce the Mouse : (see Appendix B: Some mouse tips)
Right Mouse

Left Mouse / Buton
Button \ #)i\

~

Scrolling Wheel

2 o

Mouse

Mouse Buttons: Left Mouse Button, Right Mouse Button, Scrolling Wheel, under the mouse (track ball, optical, etc.)

1. Mouse Techniques: Pointing, Clicking (single click), Double -Clicking, Dragging, Right -Clicking

technique | whattodo
Pointing Move the mouse to position the mouse pointer over an item on the desktop
Clicking Press and release the left mouse button
Doubleclicking Press and release the left mouse button twice quickly
Dragging Point to an item, press and hold the left mouse button, move the mouse to a new location , then rele
button
Rightclicking Point to an item, then press and releaghtth®rise button
2. Mouse Pointer Shapes: arrow, vertical bar, hourglass, double horizontal arrow, pointing hand
shape | usedto
[;-; Select items, choose commands, start programs, and work in programs
I Position mouse pointer for editing or insertagjgdxhe insertion point
8 Indicate Windows is busy processing a command
i-&—r Change the size of a window; appears when mouse pointer is on the border of a window
'\*1'* Select and open Wetsed data

3. Mouse exercise - Card Game (Start A Programs A Accesories A GamesA Solitaire or Spider Solitaire )
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E. The Keyboard - Keyboards vary slightly depending on the manufacturer. They have different sized keys. Some keys have more than

one character on them, usually one above the other (the top ones being referre d to as upper case characters, as opposed to lower
case for the ones underneath). These generally consist of punctuation (including accents and quotes) and mathematical symbols
These characters are obtained by pressing and holding down the  Shift Key befor e pressing the required key. Capital letters (also
called upper case characters) are also obtained in this way. For continual upper case characters you can use the C aps Lock key.
Press this key once to type in upper case continuously, press it againtorel  ease it (toggle) . Single characters can be repeated by

continuously holding down the key.

The keys are organized on various sections:

1.

ok wnN

Esﬁ/

Tab Ke)\

Caps Loc
Toggle Key

Space Bar

The Typewriter Keyboard & contains alphabetic characters, numbers and some symbols (e.g. Qwerty Keys)

The Function Keys (F1 to F12) on top of the keyboard
The Numeric Keypad (1,2¢é) on the right of the keyboard
The Cursor Control Keys (the arrows, Page Up, etc.) between the typewriter keyboard and the numeric keypad

A number of Specially Defined keys like Shift, Enter, etc.

Function Keys Alt Key Backspace Ke Lock Indicator Lights

hift K
Shift Key Num Caps Scroll

N\

'Numeric Lock
Toggle Key

Enter Key

7

1
Typewriter Keyboar Ctrl Key Cursor Control Keys NumeriY Keypad

Keyboard
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Keys
Alt (Alternate)

used to

Used in conjunction with other keys to enter keywords. Also used to enteod<sGAmerican Standard C
for Information Interchand®) holding down theltkey and entering the number from the numeric keypad

Backspace

Used to delete one character at a time to the left of the cursor. You can also click and drag to highligl
then press the Backspace key to delete text.

Caps Lock

Changes lower case ks to upper case (numbers are not affected). Caps Lock mode is activated by f
the key once and is indicated by one of the lock indicator lights on the panel above the numeric keyp.
the key again to return to normal mode.

Ctrl (Control)

Cannot be used on its own. Used in conjunction with other keys to carry out a specific function e.g. Ct
performs a system restart. There are usually two of these keys.

Cursor Control Keys

These items include direction arrows-®- ) and Home, PgUBnd, PgDn. The arrows are known as cur:
control keys (the cursor is the flashing bar on the computer screen that shows your current position).
using word processors, the up arrow moves your cursor up one line of typed characters at a time; the
arrow moves it down one line of typed characters at a time. The left and right arrows move the cursol
character to the left or right. To move more than one character, press the key continually. The Home
the cursor to the beginning of thereat line of typed characters; the End key moves it to the end. Page
moves your cursor up one page, and Page Down moves it down one page.

Delete/Del Deletes the character to the right of the cursor position. The remaining text moves one corsto gusitft
for each character deleted. You can also click and drag to highlight text and then press the Delete ke
text.

End Moves your cursor to the end of the current line of typed characters.

Enter This key is used to send the cursothe beginning of the next line (for instance when typing text in a wc
processing package). It is also used to finish a command and tell the computer to execute the commi
typed. There are usually two of these keys.

Esc Primarily used to cancelcommand (instead of pressing Enter) or to escape from a process.

Function Keys

These keys usually run along the top of the keyboard and are marked F1 to F12.They are used to pe
functions when connected to other computers and from witbnemti software packages.

Home Moves your cursor to the beginning of the current line of typed characters.

Insert/Ins Inserts characters in a line of text. The remaining text moves one cursor position to the right for each
inserted.

Num Lak Allows the numeric keys to be used on the numeric keypad, rather than the cursor cawtro®keys

NumLocknode is activated by pressing the key once and is indicated by a light on the panel above th
keypad. Press the key again to retammormal mode.
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Keys | used to |

Numeric Keypad Situated on the right of the keyboard, these keys have numbers and control functions on them. To us
numeric option, press down the NumLock key above the 7 key. When you have finished typing the ni
want presshte NumLock key again to release it. Note that the 0 key also has an Insthisatitanges the
current mode to Insert mode, allowing you to insert items copied from elsewhere and stored tempora
decimal point key beneath the number 3 keyhatsa Del function, allowing deletion of items at the curre
cursor position.

PgDn (Page Down) Moves your cursor down one page of information.

PgUp (Page Up) Moves your cursor up one page of information.

Print Screen (Prt Sc) Prints everything diayed on the screen to an attached printer.

Scroll Lock Can control the way the cursor control keys operate in some programs. Many applications ignore this

ScrollLock mode is activated by pressing the key once and is indicated by a ligheirosl simove the nume
keypad. Press the key again to return to normal mode.

Shift Changes lower case letters to upper case, and numbers to symbols. There are usually two of these k

Space Bar The long bar across the bottom of the keyboard ip#te $ar. Press once to insert a space one characte
width to the right. If you press the key continually it will keep adding spaces until you stop pressing.

SysRq (System Request) Used by the operating system and applicatiaosons variable depemdj on program used.

Tab Used to set tab positions in a document. Setting tab positions allows you to move the cursor to define
positions, for instance when typing figures in columns. Used in conjunction with the Shift key you can
the previous taposition.
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= Computer

F. Turn On the computer (one computer only) ~._

1. Press the button (usually in front of you r CPU)

2. Login:
a. Alt + Ctrl + Del and the following screen appear. Press OK.

'b Press CtrkAlt-Delete to begn.

computer sacure, For more information, cick Help. &

b. Enter UserName and Password as ins tructed on the screen
c. Click OK button or Press ENTER
d. The desktop is displayed

G. Turn Off : Click Start A 9] shuoown.. A Shutdown A OK or Press ENTER
1. Shut down button: the following screen appears:
Shut Down Windows

i [ Microsoft f
- . Windo .
Copyright © 19852001~ ' .. Professional
Microsoft Corporation
@ What da vou want the computer to do?
Log of f mmartorell -

Shut down

L [o]'8 J[ Cancel ][ Help ]

a. Log off dwhen you are leaving the computer for someone else to use it with a different username
b. Shut Down & when you are turning off completely
c. Restart dwhen you want to reset the computer, but continue working

d. Standby dwhen you need to |l eave the comput etousegonrgampuwer i | y, but dond
H. Make each participant repeat steps E & F
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Course 2: The Desktop

A. Turn On the computer (make sure everyone is able to do it )
B. Introduce the Desktop

Mention : Start Button, Task bar, Quick Launch T oolbar, System Tray, Active Program Icons, Clock,
Icons, Main Folders (represented by icons )

Main /
Folders\

GUI (Graphic User Interface)

<+—|cons

GUl—»

Recycle
« Bin

TaskK
/Clock

Start QuickY Launch  Program Wifidows ~Active Progra Y

Button Toolbar Icons Ig?t'sf;;ﬂ?nn 'ﬁ_rg’;/
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