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Basics of Computers
Notes

Remember…It’s OK to make mistakes!  That’s the best way to learn!  

AND

Practice makes perfect!  
Double Click/Single Click – Typically, all icons on the desktop must be Double-Clicked in order to open each specific program.  This includes all folders and sub-folders.  Single-Clicking is usually used to select something and for most internet navigation.  

Drag/Click and Drag – This is a term to describe clicking on an object or specific area, holding down the mouse button, and moving the mouse at the same time.  

Backspace – This button is used to go back and delete mistakes in typing and can also be used to delete areas of text that have been highlighted.

Caps Lock – This is a button on the left side of the keyboard.  After pressing this button Caps Lock is activated, and all letters on the keyboard will be capitalized until the Caps Lock button is pressed again.  In order to tell if Caps Lock is on, there is an indicator light on the top right of the keyboard, usually depicting a picture of a lock with a letter inside it.   

Num Lock – This button can be pressed in order to use the number pad on the right side of the keyboard.  When Num Lock is turned on, an indicator light will be illuminated on the top right of the screen, beside the Caps Lock indicator.

Shift – This button can be pressed at the same time as a letter in order to capitalize it.  Also, on keys that have more than one symbol, this button can be pressed at the same time in order to produce the top symbol.  For example, the number 1 button also has an exclamation point (!).  Pressing Shift and the 1 button at the same time will produce an exclamation point (!) on the screen.  

Return/Enter – This button can be called “Return” or “Enter” and can be used to start a new line or enter information.  

Tab – Press this button to indent or to jump between selectable objects.  

Ctrl – Press this button at the same time as other buttons to perform tasks and shortcuts.

Alt – Press this button at the same time as other buttons to get alternative results.

Highlighting Text – This involves clicking and dragging the mouse over a line of text, in order to select particular text for further action.  After text is highlighted, it can be copied, deleted, or replaced.

Backspace – This button is used to go back and delete mistakes in typing and can also be used to delete areas of text that have highlighted.
Ctrl + C – Pressing these two buttons at the same time copies any text that has been selected or highlighted.  

Ctrl + V – Pressing these two buttons at the same time pastes any text that has been copied to a new selected location.  If another area of text is highlighted, it will be replaced by the text that was previously copied.    
Mouse Wheel – Many modern mice have a wheel located in the middle of the mouse.  This wheel can be used to scroll through pages, as an alternative to most scrollbars.
Desktop – After turning a computer on, this is the basic screen from which you will be working.  The desktop contains icons that can be double clicked for a variety of programs and applications.  
Web Browsers – A web browser is a program that allows you to view web pages on the internet.  The most common web browser is “Internet Explorer.”  Netscape, Safari, and Firefox are other common browsers.  An icon for the web browser is usually located on the desktop and can be opened by double-clicking.  
Websites
· This training is available online at the web address:

http://www.bbc.co.uk/webwise/abbeg/abbeg.shtml
· “Google” is probably the most widely used search engine on the internet.  Search engines allow you to type words into a search box.  Then, based on your keywords, it goes out onto the internet and retrieves pages that might match your search.  It’s a good place to start if you haven’t spent much time on a computer.  The web address is:

http://www.google.com
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