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Basic Computer Skills

By the end of this class, you will know how to:




use the mouse
use the keyboard
use the basic functions of Windows create, edit and save a document

Computers are made up of two categories of things. The first is hardware. Hardware refers to the
physical part of the computer - the machinery you can see and touch.
The second category is software. Software refers to the programs that we use on our computers.
There are different kinds of hardware and software.
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Hardware
Each computer is unique and may be slightly different, but all share common features.
Computer hardware falls into 3 main categories: input, internal processing, and output.
Some devices do more than one of these.

Input
Input devices are the parts of the computer that take user instructions or other information
from the outside world and send them into the computer. Some examples include:






Keyboard
Mouse
Camera
Microphone
Scanner







USB storage device (a.k.a. “thumb drive”, “flash drive”)
Touchpad (or the touch sensors on a touchscreen)
Network cable
Wifi or mobile data connection
DVD drive

Internal processing
This part of the computer is the part that stores and processes information internally – the
thinking and memory, if you like. Some examples include:


CPU



Memory



Hard disk



Mainboard

Central Processing Unit. This is the main computer chip that
controls the computer – the bit that does the “thinking”.
Also known as RAM. This is what the CPU uses to “remember”
what it’s thinking about, sort of like our “working memory”. Just like
humans, once this fills up, the computer has to start writing notes to
itself and reading them back when needed – which slows it down.
The more RAM, the more things it can do before slowing down.
Sometimes referred to as HDD or storage. This is where the
computer stores information for use over time. That information
includes the operating system that controls the computer, the apps
or programs you use to perform various tasks, and the files,
documents, images, and so on that you produce, read, and keep.
Sometimes called the motherboard, this is the big piece of circuitry
(usually green) that connects everything inside the computer. It also
connects it all to the inputs and outputs via ports.

Output
Output devices take data from the computer and send it out into the world, usually turning
it into something readable by humans. Some examples include:




Monitor
Speakers
Printer





USB storage device (a.k.a. “thumb drive”, “flash drive”)
Network cable
Wifi or mobile data connection
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Software
(also known as programs or apps)
There are many different categories of software with many different uses. Some examples
of types of software include:
Type of software
Word Processing
Desktop Publishing
Email client
Internet Browser
Graphics
Games
Operating System
(see below)

Examples
Microsoft Word
Microsoft Publisher
Microsoft Outlook, Thunderbird
Internet Explorer, Firefox, Chrome
Photoshop, Paintshop
Solitaire, The Sims, Minesweeper
Windows, MacOS, iOS, Linux

Operating System
Today you will be learning how to use Windows 10. This is a special type of software
called an operating system.
While all the above types of software are used for specific tasks, the operating system is
used to control the computer itself.
It’s the set of instructions that the computer reads first thing when it starts up, so that it
knows how to:
 understand input from the keyboard and mouse,
 store information,
 launch other programs and swap between them,
 display information on the screen in ways we can read,
 play sounds,
and so on.

How To Turn The Computer On
To turn on your computer, you press its power button. This will turn on the entire computer,
including most peripherals such as mouse and keyboard.
If you have a separate monitor or printer, those will have their own independent power
buttons.
The power button may be located in a different location on different computers, but
usually displays the symbol to the left.
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The Mouse
The mouse lets you point and click at icons
and buttons on your screen.

Left mouse button

It has two buttons on the top and a scroll
wheel between the buttons.

Right mouse button

Mouse wheel (also
middle mouse button)

Using the Mouse
How to place your hand to hold the mouse correctly:
1.
Put the palm of your hand on the top
curved area of the mouse. Your thumb and
small pinkie finger should rest on either side of
the mouse.
2.
Rest your extended fingers over the
buttons. Your index /pointing finger should rest
on the left side. Your middle finger should rest
on the right side button.
Your whole hand should rest comfortably over the mouse.
Tip: you may find it helps to shape your hands in a claw like shape to better fit it around
the mouse. (See picture above)

The Mouse Pointer
Simply moving the mouse around can give you information.
Leaving the mouse pointer (known as a “cursor”) sitting on top of an object for a few
seconds will often cause a little box to pop up with additional information.
The mouse pointer on the screen will also change into different shapes when you
physically move the mouse on the table. Different operating systems will have slight
variations on these.
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Cursor shapes

Arrow – This is the default pointer. You will see an arrow when you move the mouse over
something that doesn’t trigger another shape, unless the computer is busy (see below).
If you see an arrow, you can click, but depending on what you click on, it may or may not
do anything.

Spinning blue circle, hourglass - This means to wait for the computer. The computer is
thinking or still carrying out a task that you have asked it to do.
If you see one of these shapes next to a regular arrow, that means you can click as
normal, but the computer is thinking in the background and may be slow to respond.

Text Cursor (sometimes called the beam or I-beam) – You can click in this place to type
or edit text. When you click-and-drag it over normal text, you can also highlight words. We
will practice these skills later.

Hand – You are hovering over a link you can click (mainly on the internet).

Scroll indicator – When you middle-click, the cursor will turn into this shape, and moving
the mouse will cause the current screen to scroll. Middle-click again to return to normal.
These are the main shapes – there are some other shapes as well. These are usually
designed to give you hints as to what the mouse will do if you use it at its current location.
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Clicking, Double-Clicking, Right-Clicking, and Middle-Clicking
By default, a “click” is always a single click of the left mouse button. Any other kind of click
will be named accordingly – see below:






Clicking is tapping the left mouse button once and letting go.
Double-clicking is tapping the left mouse button twice quickly.
Clicking and dragging is pressing the left mouse button down, holding it down, and
moving the mouse. To stop, let go of the mouse button.
Right-clicking is tapping the right mouse button once and letting go.
Middle-clicking is tapping the mouse wheel down once and letting go.

You will usually just click for most functions.
You may need to double-click if you want to:
 open a program from an icon on the desktop
 highlight an entire word when editing text
 open a file from the list in “My Computer”
Clicking and dragging is used for moving, resizing, and selecting a range or group.
Right-clicking is used to give you options about the thing you click.
Middle-clicking is most commonly used for scrolling, or to open a new browser tab.
Common Clicking Mistakes
As with many skills, using a mouse takes practice. It is very easy once you are used to it,
but there are some common mistakes people often make before they are familiar with the
mouse:
 The most common mistake is moving the mouse during a click. You need to
practice keeping the mouse still as you click.
 Next is double-clicking too slowly. Doing this quickly (especially without moving the
mouse) takes a little practice.
 The last common mistake is clicking the wrong button.

Scrolling With the Mouse
You can move up and down within a document using the scroll wheel on your mouse.
Place your finger over the scroll wheel and slide your finger forward to scroll upwards, or
slide your finger downwards to scroll down.
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The Keyboard
The keyboard of the computer is laid out like the keyboard of a typewriter with some extra
buttons around the sides.
1

2

4
12

3

13
4
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5
9

6
7

8

10

1. Escape (Esc)
The Escape key tells the computer to stop what it is doing. Pressing Esc is usually the
same as clicking a Cancel button on an active window.
2. Function Keys (F1 - F12)
Along the top of the keyboard are the function keys. They are numbered F1 to F12.
These are most often used as menu shortcuts. They do different things in different
programs. The F1 key will usually open up the help files for a program.
3. Tab
When you are typing, the Tab key can be used to insert space into the line you are typing.
In web pages, spreadsheets, and Windows dialog boxes, where there are multiple places
you can type or click, the Tab key will automatically move you to the next button or field.
4. Caps Lock
When you press Caps Lock, you will see a light with an indicator turn on near the top right
side of your keyboard. This means that every letter you type will now be a capital letter,
unless you use Shift (see below) to tell the computer otherwise.
Press Caps Lock a second time to turn it off.
5. Shift
When you hold down the Shift key and press any letter on your keyboard, the letter will
type as a capital letter (or a lower-case letter if Caps Lock is on).
Holding down the Shift key and pressing a key with two symbols on it will type in the top
7
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symbol. For example - if you press Shift and the number 4, the computer will type in $.
Note that there are two Shift keys, one on either side of the keyboard.
6. The Control [Ctrl] Key
The Ctrl key is used for keyboard shortcuts. We will cover these later in the session.
It works like the Shift key – you hold it down and then tap the other key you want to press.
Like the Shift key, there are two Ctrl keys, one on either side of the keyboard.
7. The Windows Key
By tapping the Windows key you can open the Start menu (see p. 10) at the bottom of
your screen.
8. The Alt Key
The Alt key can be used for keyboard shortcuts, like the Ctrl key. In many programs, it can
also be tapped like the Windows key to bring up in-program menus.
Like Shift and Ctrl, there are Alt keys on either side of the keyboard.
9. Space Bar
The Space Bar is used to type in a blank space (i.e. between words).
10. Arrow Keys
The arrow keys are mainly used in typing programs to move your cursor around.
11. Enter
The Enter key (also sometimes called Return) tells your computer to start a new line when
you are editing text.
When browsing the internet, it can also submit a form you are filling in.
12. Backspace
Backspace and Delete (see below) are very similar.
When typing, Backspace will remove the character to the left of the blinking cursor. If you
have text selected, it will instead delete the selection.
When browsing the internet, if you are not typing, Backspace will take you back one page.
13. Delete
When typing, Delete will remove the character to the right of the blinking cursor.
If you have text selected, or if you have non-text objects selected, Delete will delete them.
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The Desktop
When your computer first loads up, the first thing you will see on the screen is the desktop.
The desktop contains icons to software (also called programs) you can open.

Icons

Task bar

Clock

Start menu

Opening a Program Using the Icon on the Desktop
1.
2.
3.

Move your mouse pointer over the middle of the Microsoft Excel icon
Double click your left mouse button
Microsoft Excel will open

The Task Bar
The Task Bar is at the bottom of your screen.
On the left end of the Task Bar is the Start menu button.
To the right of the Start button you will sometimes find shortcuts to programs that are often
run on that computer.
On the right end of the Task Bar is the clock.
Next to the clock is an area called the “system tray” which holds small icons that indicate
different statuses. These change depending on your computer.
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System tray icons can include things like:

the volume control for your computer’s speakers,

how much battery you have left (if you are using a laptop),

printer status,

network status,

an icon for USB drives you have inserted.
Between the Start menu button and the clock, buttons will appear whenever you open a
program.

There will be a button for each program you have open.

The button will disappear when you close the program.

Windows
Whenever you open a program, it opens in a new “window”.
You can have many windows open at the same time and swap between them.
You don’t have to close a window to open another window.
Each window you have open is shown as a button on your Task Bar at the bottom of your
screen.
You can click on any of these buttons on the Task Bar to bring that window on top of any
other windows you may have open.

The Start Menu
Programs can also be opened using the Start menu.
You will usually find more programs available in the Start menu than on the desktop.
Opening a Program Using the Start Menu
1.
Move your mouse pointer over the middle of the Windows button
2.
Click the left mouse button
3.
The Start menu will appear. Move your mouse over ► All Programs
4.
Another list with more options will expand in the menu
5.
Move your mouse over this new list and over Microsoft Word
6.
Click the left mouse button to open Microsoft Word
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Minimizing, Maximizing and Closing Programs
When a program is open, there are three buttons in the top right corner of the window.

Minimize
When you click the minimize button, the program will shrink down off your screen, but it is
still open and running in the background.
To return to a minimized program, click on its button in the task bar.
/
Restore/Maximize
This button changes depending on whether your current window is full-screen or not:



When your window is full-screen, it becomes the Restore button. Clicking it
will shrink the window down to the size it was before it became full-screen.
When your window is not full-screen, it becomes the Maximize button.
Clicking it will expand the program so it takes up the full screen.

If the program you are working on does take up the full screen, this button will shrink (or
restore) the window down to a smaller size.

Close Program
When you have finished working with a program, click the close button.
The computer may ask you if you want to save what you were working on if it has not been
saved.
When you click the close button, the program will disappear from the screen and the task
bar.

Practice exercises
1.
2.
3.
4.
5.

Go to Microsoft Word. Click on the Minimize button. Microsoft Word will disappear
from the screen, but not the task bar.
Click on the Microsoft Word button on the task bar. Microsoft Word will reappear.
Click on the Restore button. The window will shrink.
Click on the Maximize again. The window will expand to full screen.
Click on the Close button. Microsoft Word will close and the Microsoft Word button
on the task bar will disappear.
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Moving Between Open Programs
There are two main ways you can move between programs that are open on your
computer.
We will open up another program now to demonstrate.
1.
2.
3.
4.
5.
6.

Click on the Start menu button
Move your mouse over All Programs ► Left mouse button click
Move your mouse over the option Accessories ►Left mouse button click
Click on Microsoft Word. Microsoft Word will now open.
There will be two buttons on your task bar now - Microsoft Excel and Microsoft
Word. Click on the Microsoft Excel button on the task bar.
Microsoft Excel’s window will open on top of the other windows

Another way to switch between programs is to use the Alt key on your keyboard. It is next
to the space bar.
1.
Press and hold down the Alt key on your keyboard
2.
Whilst still pressing on the Alt key, press the Tab key once.
3.
A small window will pop up with icons representing each program you have open.
4.
Keep pressing the Tab key to highlight different icons
5.
Let go of both keys when the program you want to use is highlighted
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Creating a Document
We will use Microsoft Word to create a simple text document and to practice typing on the
keyboard.
1.

Click on the Microsoft Word button on the task bar to open the Microsoft Word
window

When we opened Microsoft Word, a new document was created automatically. You will
see a blinking text cursor at the top of the white page. This means that when we start
typing, words will appear here.
1.

Type:
Garage Sale
This Saturday
at
4 Privet Drive
Little Whinging

Symbols and Punctuation
Printed above the number keys at the top of your keyboard are a range of symbols.
You can type these by holding down the Shift key whilst pressing the number key with the
symbol you want.
For example, to type an ampersand (& symbol), you would hold down the Shift key and
press the number 7 on the keyboard.
The punctuation keys at the bottom right of the letters on the keyboard can be typed this
way too. When you press a punctuation key, the symbol printed on the bottom will appear.
Holding down the Shift key and pressing the punctuation key will insert the symbol printed
at the top of it.
1.
2.

Press the Enter key a few times to place some space under your typing
Type:

Closer each day, Home & Away!
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Editing Text
Once you have typed text in a computer document, you can go back and change what you
have typed to add extra text or remove text. There are several ways you can do this:
 use the arrow keys on the keyboard to move the cursor to where you want to edit
from
 use the mouse and click once where you wish to edit from
 use the mouse and double click on a word to change or delete the whole word
 use the mouse - click, keep pressing on the mouse button and drag the cursor
across a word or a block of text to change or delete the selected text

1.
2.
3.
4.
5.
6.

7.
8.
9.
10.

Use the arrow keys on your keyboard to move the flashing cursor to the end of the
word Saturday on the second line. Use the backspace key to delete the word.
In its place, type Sunday
Use the mouse, double click on the word Garage so it becomes highlighted
Type Lawn
Using the mouse, move the pointer to the end of the word Sale
Click and keep pressing on the mouse button whilst moving the mouse to the
beginning of the word Lawn. When you release the mouse button, Lawn Sale is
highlighted.
Type LAWN SALE! (all in capital letters. Hint: Caps Lock key).
Use the mouse to move the cursor to the end of the last line. Click the left mouse
button.
Press the Enter key to start a new line.
Type $uper $avings
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Editing Tools
Most programs provide some basic editing tools. Here are some useful ones:
Undo
If you have made a mistake, you can use Undo to go back a step and ‘undo’ the last thing
you did.
1.

Click on Undo button

OR use keyboard shortcut Ctrl+Z

Copy
You can easily copy text that you typed somewhere else into the part of the document you
are now working on. The copy feature, along with the paste feature, allows you to copy a
section of your document (or another document) and then paste it where you are working.
1.
Highlight the sentence or words you want to copy by clicking, holding down the
mouse button and dragging the cursor over the words
2.

Click on Copy button.

OR use keyboard shortcut Ctrl+C

The computer has now copied what you highlighted into its memory.

Paste
After copying text, you need to paste the text where you would like it placed.
1.
2.

Move your cursor and click where you want to place the copied text
Click on Paste button
or use keyboard shortcut Ctrl+V

Cut
The cut tool copies your highlighted text, deletes it from its original position and lets you
paste it somewhere else.
1.
Highlight the sentence or words you want to copy by clicking, holding down the
mouse button and dragging the cursor over the words
2.
3.
4.

Click on Cut button
or use keyboard shortcut Ctrl+X
Move your cursor and click where you want to place the cut text
Click on Paste button
or use keyboard shortcut Ctrl+V
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Saving Your Work
If you want to keep your work to continue working on it at a later time, you can save it to a
disk. There are numerous types of ‘storage devices’ that you can use to save your
documents and files on. Each can hold different amounts of data.
Hard drive
High capacity disk stored inside your computer.
On most Windows computers, the hard drive is called the “C” drive.
CD/DVD
Older computers may have a DVD-RW drive.
On most computers that have one, the CD/DVD drive is called “D” drive.
USB Drive
(Sometimes called a USB stick, flash drive, or thumb drive.)
The easiest way to transport files from one computer. You plug the USB drive into your
computer to access it.

16

Basic Computer Skills

How To Save Your Work
1.
2.

Click on the File menu at the top of the screen
Click on Save. In Microsoft Office programs, like Word, you will also need to
choose a folder to save in. A pop-up will appear like the below.

3.
4.

Click on E: to save on to the USB drive provided
Next to File Name, click in the box and delete the generic or best-guess file
name.
Type Activity
Click the Save button
The document is now saved on the USB drive. Close Microsoft Word by clicking
on the close button at the top right corner of the screen.

5.
6.
7.
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Opening A Saved Document
Opening a document is very similar to saving a document.
1.
Using the Start menu, open Microsoft Word.
2.
Click on the File menu at the top of the screen
3.
Click on Open. In some programs, like Microsoft Office, you may also need to

4.
5.
6.

click Browse. The Open window will appear.
Next to Look in, choose where you saved your work. (In this case, E: drive.)
Select the file Activity
Click the Open button

18

Basic Computer Skills

Viewing Files On A Storage Device
You can view the files on a USB drive, CD or DVD using My Computer.
My Computer allows you to see the files on any storage device, rename them, organise
them into folders, and open the file directly from the list.
To access My Computer:
1. Click on the Start menu
2. Click on My Computer
3. My Computer will open and display a list of
all the available disk drives on your
computer

4. To view the contents of the USB drive, double click on it. On our computers this will
be drive E:
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5. You can see all the files and folders on the USB drive (E:).
6. To move up to the previous folder you were viewing, click on its name (This PC) in
the search bar

To open your file or folder, double click on it.

Renaming Files
You can rename files you have already created. This does not change the contents of the
file, it just changes the name you’ve given it.
1.
2.
3.
4.

In My Computer, view the contents of E:
Click once on your document.
Wait a few seconds and then click on its name.
Type Practice and press Enter.

You can also right-click on the document and choose Rename from the menu.
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Deleting Files
When you have finished with a file and no longer need it, you can remove it from your disk.
This will help prevent your disks from filling up with files you do not need.
1.
2.
3.

In My Computer, view the contents of E: Click once on Practice
Press the Delete key on your keyboard
A window will pop up asking if you sure you want to delete. Click once on Yes.

Ejecting A USB
When you have finished using a USB drive, you must tell the computer to ‘eject’ it, before
removing the drive from the computer.
1. Click once on the Safely Remove Hardware icon at the bottom of the screen near
the clock:

2. Click on the Eject USB Flash Drive pop-up
3. Wait a few seconds
4. Remove the USB drive

Shutting Down
When you have finished using your computer, you must shut it down correctly. This will
properly finish any processes that are running on the computer that you might not be able
to see.
1.
2.
3.

Click on the Start button in the bottom left corner
Click on Shut Down
Your computer will begin to close down. It is not unusual for this to take a few
minutes to complete.
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Where to from here?
Well done on completing the Basic Computer Skills class! Hopefully you have learnt new
skills and feel ready to keep practising and improving your computer skills.
Internet and Computer Access
Brimbank library members can use computers with internet access at no charge. There is
a limit of one hour per day of computer use for each library member.
Wireless internet access is also available at no charge and with no time limits.
Computer Classes
There are many other classes you might be interested in joining to broaden your computer
knowledge and skills.
 Basic Classes
 Basic Computer Skills
 Basic Internet
 Introductory Specialist Classes
 Introduction to eBay
 Introduction to Email
 Introduction to Excel
 Introduction to PowerPoint
 Introduction to Web Design
Drop In Resume Help
Open to anyone wanting basic advice and helpful tips on how to present their resume.
Bring in your current resume for formatting tips, assistance with saving it for future editing,
adding as an attachment to an email or uploading to a job seeking website.
 Deer Park: Mondays, 1-2:30PM and Thursday, 6-7:30Pm
 St Albans: Tuesdays, 1-2:30pm
 Sunshine: Mondays, 11:30-1Pm
 Sydenham: Tuesdays, 1-2:30Pm
Cyber Seniors Computer Group
For seniors interested in learning more about computers and computer applications in
friendly and informal settings, a basic understanding of how to use a computer is required.
 Sydenham: Last Wednesday of the month, 11:30am – 12:30pm
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Please rate the following:

The Class

Excellent

Good

Needs improvement

Excellent

Good

Needs improvement

Venue and training space
Take home manual
Equipment
Length of class
Content of class

The Trainer
Knowledge of subject
Style and presentation
Teaching skills
Friendly and helpful

Which days and times of the week suit you best for classes?
Mon

Tue

Wed

Thu

Fri

Sat

Morning
Afternoon
Evening
What other training are you interested in?
______________________________________________________________________________________

Would you attend another library computer class?
If you answered “No”, why?

Yes

No

______________________________________________________________________________________

Any other comments?
______________________________________________________________________________________

How did you find out about this class?
Library brochure/flyer

Library staff ____________

Library website

Council customer service centre
Community centre/Neighbourhood House
Friends/family
Other: _______________________________
Which Brimbank Library do you visit most?
Deer Park
Keilor Village
St Albans
Sunshine
Sydenham
Your postcode:
Staff use - Date:
Location:
Deer Park
Trainer’s Name:

Keilor

St Albans

Sunshine
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