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 Weather


 Writing letters


 Making greeting cards


 Games


 Renewing library books


 


 





 Recipes


 News


 Stock prices


 Genealogy research


 Travel information


 


 





Computers can be used for:





 Income tax forms


 Medical information


 Emailing friends and family


 Maps


 Shopping


 


 


 





Getting Started:


Computers are devices that are used to process, store and retrieve data. It can be confusing and difficult for beginners, but with a little bit of practice, they can become useful and extremely fun!  To use a computer you do not need to know many of the technical aspects or how to take one apart and put it back together.  Compare it to your automobile. You may not know how to change your own oil but you can still drive!


 


Hardware are the main components that make a computer work:


 


Computer (CPU) - does the processing, storing, etc.  


The brain of the computer.


 


Monitor - the screen


 


Keyboard - used for typing


 


Mouse - used for controlling the cursor on the screen 


 


Other Devices (such as printers and scanners)





Turning the Computer on:


 


The monitor will have it’s own button to turn the screen on, do this first.


 


The CPU will have a button to turn it on.  The computer will need a few moments to get started, you may see a few screens displaying what version of Windows you have and other information.


 


Turning the Computer off:


 


To turn the computer off, you will want to go the left bottom corner 


and click on “Start”, then “Shutdown” and then choose “Shutdown” again.


 


Computers are best left on if you are planning to use it again in the near future.  You can turn your monitor off and leave your computer on.  If you are not going to use your computer within 12 hours after turning it on, you should shut it down.


 





Introduction to Computers


Bethel Park Public Library     412-835-2207





Played on a record player





Played on a computer’s                  d: drive





Software are programs run on a computer. These programs could perform all kinds of different functions. Examples of software include Microsoft Word, Internet Explorer, Quickbooks, and all types of games.               Software usually is on a CD-ROM.


 


Software can be bought at a store and downloaded to the computer. 


Compare it to videos being run on a VCR or records being played on a record player. 


 


 


 


 





The Keyboard is used to type while using a computer and also to perform different commands.


Some of the more important keys are SPACE BAR, ENTER, SHIFT, CAPS LOCK, BACKSPACE, 


DELETE, the ARROW KEYS, and the combination of the CTRL, ALT, and DELETE keys.





The following website had a very good Mouse Exercise that will help sharpen your skills:


 


www.pbclibrary.org/mousing/mousercise.htm


 


 





The Mouse is used to control the cursor on your screen. 


The basic mouse has a left and right buttons. 


 


The left button is used for the majority of functions.


 


The right button can be used to display a variety of different 


functions depending on when it is clicked.


 


 


The left button can be used to click on links when using the 


Internet, to open files, and to start programs. 


 


It is also used to click inside of a text box in order to type something.  When you want to type in a text box, you will need to click in the box first (anywhere inside the box).


 


Once you see the cursor blinking, then you can begin typing





My Computer provides access to the


computer’s drives.


 


A: drive - is used to read or save to 3 1/2 floppy discs.


 


C: drive - is the hard drive, contains folders 


and files that run the majority of the computers 


programs.  It is also the main area to save


information.


 


D: drive - is used to read or save to CDs.


 


Control Panel - a folder that allows for   


changing a variety of features including sound, color, and printing options.





Drives and Disks are used to save and transport information from computer to computer.  





Clicking in this drop-down box will also list your drives.





This picture of the C: drive shows the folders located on that drive.   The folders that are           already on your C: drive contain the files that make the computer run.   Folders can also     contain other folders, which can contain even more folders. 


 


 


You can create your own  folders on the                     C: drive of your computer by following these steps:


 


1. Click on File (top left of screen)


2. Slide down to New 


3. Slide over and click on Folder


4. Name your Folder


5. Hit Enter on your keyboard


 


This will create a folder for you to save files in on your computer.  


 


 





1





2





3





To save a file:


 


1. Click on File


2. Click on Save As


3. Choose where to save


4. Type a file name


5. Click on Save
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5
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*E: drive - is a drive that will appear after inserting a flash drive into the computer





Windows is an operating system that uses drop down interfaces for viewing information.  These interfaces are generally referred to as “windows”.


 


Most programs on your computer are run using windows.  A computer will allow for many      programs to be running at the same time,      therefore many windows may be open at the same time.


 


Windows will appear on top of one another, very similar to picture-in-picture television.


 


 


 


 


 





For each window that is open (or program that is       running) there will be an icon at the bottom of the     windows screen in the task bar.


 


To bring one window to the foreground, click on the icon of that window. 


 


To have more than one program running is called 


Multitasking.


 


In the top right of a window are the Minimize/Maximize/Close buttons.


 


Minimize will send the window to the task bar without closing it, Maximize will bring the window up on  your screen, and Close will close the window.





The Desktop is the screen that appears once the computer has started.  It displays icons which   represent the programs on your computer.


 


Icons are clicked on with the mouse to start or open up the program. 


 


The My Computer icon is used to access your drives.


 


When the program opens it will appear in a 


window





Internet





The Internet is a collection of interconnected computer networks throughout the world that allows a user to access and display information.


 


It is made up of webpages, over 11 billion!


You could say that the internet is very similar to watching a tv with a lot more channels.  But instead of flipping from station to       station, you are jumping from webpage to   webpage. 


 


Webpages provide information on just about anything from medical information to


repairing your banjo.


 


 





Each webpage has it’s  own web address unique to that page. 


So there are over 11 billion web addresses, one for each page. 


The address of the webpage is always displayed in the “Address Box” at the top of the screen.


 


To go directly to a webpage, you can type the web address of a website in this box and hit the “enter” key on the keyboard.


 


This will take you directly to the webpage





When surfing the web, you will be clicking on “links” which are words or pictures on a  webpage that take you or link you to another  webpage. 


 


Links are often underlined or highlighted to draw your attention to them.  


 


The main way to tell  if a word or picture will link you to another webpage is that your arrow cursor will change into a hand when on top of it.


 


 


 


 


 


The “Back” button at the top left of your screen is used to take you back to the previous webpage you were on.  
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