Getting Started with Computers Handout

NOTE: This is our agenda for class today…you will NOT be able to do this on your own on our computers as it would require us to alter the machines. However, you may practice these things at home

Agenda: 

Windows Review, Working with Folders, Creating and saving a file, Questions

Terminology:

Desktop - Quite simply, your computer screen or an on screen representation of a desktop
Pointer – An on-screen symbol used to identify menu selections or the current screen location. Using a

mouse or other pointing device moves the pointer.

Icon - Images located on your computer desktop or Web browser that you click on in order to activate a

program or link
Window – A scrollable viewing area on the screen. Windows are generally rectangular. 
Windows Review

 (Start at Desktop, nothing open)

 Review parts of screen (Desktop (Desktop with File Drawers), Icons, Taskbar)

 Mouse Review


Mouse movement and pointing


Single clicking for practice


When do you Double click?

 Double click to open Netscape from Desktop

 Click on Start-Programs-Accessories-WordPad to open WordPad

 Let’s review a Window (Title Bar and buttons, Toolbar)

 Review Taskbar - show buttons for WordPad and Netscape (point out one lighter than other)

 Click on Netscape button to move Netscape to foreground

 Click on WordPad button to bring WordPad to foreground

 Click on Restore button to resize WordPad window

    Click and hold on Title bar and drag window around screen (leave window in upper left)

    Click and hold bottom right to stretch window 

 Click on Title bar of Netscape to bring it to the foreground (it will block WordPad)

 Click WordPad on Taskbar to bring it onto screen (pt out blue vs. gray title bar)

 Double Click on Title Bar of WordPad to bring that full screen 

 Minimize WordPad

 Minimize Netscape

 Should be back on Desktop

Working with Folders

 For parts of this class need an area to save to, ergo…

 On Desktop right click away from icons

 Move pointer to New then Folder (A new folder will appear on Desktop)

 Click on the Desktop away from the Folder (folder named new folder)

 Rename Folder…right click on Folder then choose Rename (Point out other options)

 Push backspace to erase "New Folder" then type "class" 

 Push Enter or Click away from folder to keep new name

 Remove some clutter…Drag class folder to My Documents folder

 Open My Documents folder by clicking on it once and then pushing Enter

 Make shortcut of class folder to Desktop…right click on class folder and point and click on Send to then Desktop (Create Shortcut)

 Click on X on My Documents Window

 Take notice of Shortcut for class folder on Desktop

Creating and Saving a File

 Look at Taskbar see that buttons for NN and WordPad still there

 Click once on WordPad button to bring that onto screen

 Talk about cursor (demigod of the computer world)

 Type sentence "I love computers"

 Save your work…Click on File then Save As…A Save As window will appear

 You’ll see an area that says Save in with My Documents to the right of it

 Change this area from My documents to class by clicking once on class and clicking Open (We're saving

     into a folder inside a folder)

 Change Filename to "Steve is cool" by clicking next to c (doc) in filename box…use

     backspace to eliminate what's currently there…then type Steve is cool

 Click on Save to Save the document

 Click on X to close WordPad

 You should see Netscape on the taskbar but not WordPad, it's been there the whole

     time…remember you can have more than one application open at once.

 Let’s open Netscape by clicking on the button on the taskbar

 Close Netscape by pushing and holding Alt and then pushing F4 once

 You should now be on the Desktop…let's open Steve is cool document and edit it a bit

 Double click on the class folder shortcut to open that folder

 Right click on Steve is cool document and then click on Open with the left button

 Let’s Delete the “I love computers” text by pushing the delete key till all the text is gone

 Note: Delete eliminates text to the right of the cursor and Backspace eliminates to the left

 Type bye bye as we're about to delete this whole document

 Click Enter 2x and then type your first name

 Push and hold Ctrl and push the S key once to save changes (it’s very important to save changes)

 Click on X in upper right corner to close document

 Right click on document in open folder and click on Delete to Delete the Steve is Cool

     Document

 Click on X on the class window

 Right click on the class folder shortcut and then click on Delete with the left button

 Now we've deleted the document and the shortcut we only have the folder left

 Since we put it in the My Documents folder we'll open that

 Double click on the My Documents folder

 When the folder opens resize it and move it till you can see the Window and the

     Recycle Bin

 Click and hold on the class folder, drag it to the recycle bin and let go of the button

 Click on the X on the My Documents folder

 We should now be back where we started

 Anyone learn anything??

Questions?

