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Computer Basics – Wells County Public Library Class 
 
Two main components of a computer: hardware and software 

 Hardware refers to objects that you can actually touch. 
 Software refers to programs that can be downloaded or kept on the computer, 

which allow you to create letters, access the Internet, play games, and more.  
(Note: most computers you buy come pre-loaded with many software programs.) 

 
Basic Computer System Hardware 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

1. Monitor: TV-like computer screen on which you see your work. The ―desktop‖ is 

the image on the monitor visible once the computer is turned on and the 
operating system (such as Microsoft Windows XP or Vista) has loaded. It 
displays program icons and shortcuts. 

2. Modem: device that plugs into a telephone jack, cable outlet, or another type of 
outlet and allows the computer to transmit and receive information via the 
Internet and other computers. You can often rent a modem from the company 
that provides your Internet service. 

3. CPU – Central Processing Unit (or sometimes called The Tower or System 
unit): looks like a tall box. This is where your computer does its work. It houses 
your hard drive, fans, memory, sound cards, and other important items. There 
are places to insert CDs and other drives. Keep well ventilated and try not to 
knock over. 

4. Mouse: your ―pointing device‖ on the computer. The mouse controls the 
movement of the arrow, also called the pointer. A single click of the left mouse 
button selects an item; it will turn blue. Double clicking (two quick taps) on the left 
mouse button will open a window. 

5. Speakers: sound/audio source on the computer. Most have built-in speakers. 



2 
 

6. Printer: prints text and images from documents you create on the computer or 
view on the Internet. Printers vary—black & white only vs. color; inkjet vs. laser.  

7. Keyboard: standard typewriter layout with some additional keys. Use it to input 
text and instructions to the computer. 

 
Drives: disks where information is stored. Computers have 
many storage types: 

 Hard Disk Drive is the biggest storage area and has 
long-term computer memory (sometimes called the 
―C:‖ drive). 

 CD/DVD Disk Drive: for playing and saving music, 
pictures, videos, and data files. 

 Floppy Disk Drive slot or attachment on older 
computers (often accessed using the ―A:‖ drive) 

 Removable Disk often plugs into a USB port (also 
called a flash drive, thumb drive, jump drive.) 

 RAM (random access memory): temporary storage that helps all the computer 
programs operate faster.  

 

Step 1: Turn on the Computer 
 Laptop—press round power button above the keyboard 
 Desktop—press round power button on the computer hard drive tower and turn 

on computer monitor button (usually on the right of the monitor) 
 
Is system on? Look for glowing light around the button. Computer will make sounds 
and images flash on screen for operating system. This is normal. 
Is it ready? Computer needs a minute or so to load security, programs, check Internet 
connection. It’s ready when the hourglass or circle icon     disappears on the screen. 
 
On the library computers, you have different usernames. In class, the instructor will load 
the librarian username and password for you.  
 
Step 2: Familiarize yourself with Windows and Software 
How your screen looks will depend on your operating system (such as Microsoft 
Windows XP or Vista). Most Windows operating systems have these components: 

 Desktop: it’s the first thing you see on the monitor when you turn on the computer. 
 Task bar: runs along the bottom of the screen 

o ―Start‖ button (window icon). Click on it to access all software programs. 
o Quick launch bar, allows you to access your most-used programs easily 
o Deskband: programs you are using that have been minimized 
o System Tray: icons for systems, such as Internet connections, volume, etc 

Removable Disk 
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 Program or system icons: along the left-hand side of your screen. Pictures on 
your desktop that represents a specific file, directory, window, option, or program. 
Click on them to access software programs. 

 ―My Computer‖ icon: will allow you to view the various drives of your computer 
and any files you’ve saved on the hard drive. 
 

Basic Components of a Window: 
Whenever you open a program, you open a window. All windows have some of the 
same components: 

 Title Bar: tells you what function or program you are in. 
 Menu Bar: contains all of the commands and functions for the window. 
 Minimize Button: places the window on the taskbar – does not close the program. 

To open the window again, click on it from the taskbar – the blue bar across the 
bottom of your screen. 

 Maximize Button: makes the window full size. When a window is maximized, the 
button changes to two small squares instead of one large square. This is the 
Restore button. Click on it and the window will go back to the original size. 

 Close button: closes the window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Moving the Mouse 

Right hand holds the sides of the mouse with thumb, ring finger, and 
pinkie. 
 
Place your index finger on the left button. The wheel in the middle 
is used for scrolling and the right mouse button is clicked only 
when you need commands in a software program. 

 

Left  

Button 

Right Button 
Scroll Wheel 

Menu bar 

Title bar 
Minimize 

Maximize 

Close 

Task Bar 



4 
 

 Rest your wrist on the desk or mouse pad 
 Rest your hand on the mouse and move it slowly. Watch what happens on the 

screen. An arrow    moves on the screen as well. This is your pointer. 
 The mouse doesn’t work when lifted off the table. 
 The mouse should always point away from you. 
 Move left or right by sliding the mouse left or right – buttons facing away. 
 Push the mouse forward to move the pointer up the screen; pull it toward you to 

move the pointer down the screen. 
 
Step 4: Clicking the Mouse 
Clicking is one way to send commands to the computer. 

 To click, gently press and release the left mouse button once. (Tip: keep your 
hand on the sides of the mouse as you press down and release; keep your index 
finger lightly on the button after pressing down). 

 Keep your eyes on the screen as you click (like eyes on the road when driving) 
 Don’t move the mouse while you are clicking 

 
Double-clicking = click left button twice quickly 
Do this to click on an icon or instruction to open software programs, open some links, or 
to highlight text. 
 
Dragging the Mouse: dragging is how you move something around on your screen. 
 
if you move the mouse when you’re clicking it’s called DRAGGING and you might see 
something that looks like this. 
 
If you see it, click again to make highlighting disappear. Black background signals the 
text or image is HIGHLIGHTED. It marks items to cut, paste, copy, or reformat. 
 
Tip: the computer only changes what you’ve highlighted. Drag mouse over items to 
change, then select your instruction. 
 
Don’t understand where your mouse is or where you are typing? 

  On the Internet, the pointer sometimes turns into a hand. When the pointer 
becomes a hand that is an indication that you will be able to go to another page. This is 
called a link.  
 
  This symbol appears in many software programs and is a ―CURSOR.‖ It blinks 
onscreen where you’re typing. It shows where your mouse is positioned and allows you 
to insert text where you choose, or to select items to be deleted, copied or revised. 
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Step 5: The Right Mouse Button 
Click mouse button on the right and you’ll see a menu like 
this. These are more advanced options for users. 
 
If you click the right button by mistake, move the pointer to 
part of the screen with no words or pictures, click the left 
button, and the menu disappears. 
 
 
Step 6: Scroll Bar Basics 

The scroll bar is the blue or gray bar running vertically along the right side of the 
computer screen.  
 
It allows you to move up and down and see a whole document or Web page when 
portions are hidden by the limits of size. 
 
To move the scroll use the wheel on the mouse or click the up and down arrows on 
the scroll bar. 
 
 

 
 

Step 7: Opening Software Programs 
Software is a computer program or instructions that tells your computer what to do to 
make it work for you. 
 
Samples of software programs are: 

 Microsoft Word—word processing 
 Microsoft Excel—spreadsheets 
 Microsoft PowerPoint—presentations 
 Microsoft Publisher—flyers and desktop publishing 

 
To Start a program, double click icon on the desktop.  
 

No icon? 
Click on ―Start‖ menu and then ―All Programs‖ for a 
listing of the programs on your computer. 
 
Once program is open, the program will fill your 
computer screen. To close a program, click [Save], then 
click ―X‖ in the top right corner of the screen to exit. 

Elevator 

Up Arrow 

Down Arrow 
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Step 8: Getting to the Internet 
Open Internet Browser Software to get online. Computers with Microsoft Windows 
usually have ―Internet Explorer.‖ Another popular browser is Mozilla Firefox. 
    

To access the Internet, click on the Browser icon on the Desktop.  
    

Or you can click on the icon on the toolbar. 
 

 Note: in order to use the Internet at home, you need to purchase a monthly 
service from an Internet Service Provider.  
 

 
Step 9: Organizing Information 
Stored computer data is organized like a file cabinet with folders and files. 
 
A file is any single item created with a program and saved to your computer. 
 
On the right are three examples of library files that 
were all created with different computer programs: 

 Word (Computer Basics Handout) 
 Publisher (Fowlerville Library Newsletter) 
 Excel (Program Attendance Sheet) 

 
A folder is a collection of files, organized by the user. 
 
 
Step 10: Quick Computer First Aid 

 Made a mistake? Undo it by moving the mouse to the top of the toolbar and 
clicking ―Edit‖ then ―Undo typing.‖ 

 Computer screen frozen? (nothing happens when you click) 
o Click these 3 keys on the keyboard once Ctrl+Alt+Del 
o Click ―End Task‖ on screen. Computer will restart, but unsaved work will 

be lost. 
 Computer type too small to read? 

o If on the Internet, click top toolbar ―View‖ ―Text Size‖ and ―Larger‖ 
o If in a program, look for 100% in a box; click open menu or pull-down 

arrow and select 150% or higher. 
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Step 11: Turn off the Computer 
You have to click on the ―Start‖ button to turn off the computer. 

 
In Windows Vista, click on small arrow and 
then select ―Shut Down.‖ Computer will turn off 
and go dark. It might tell you it’s installing 

updates, which is fine. 
 
If you have a desktop computer, you’ll also have to turn 
off the power button on the monitor to turn off.  
 
If you have Windows XP, you’ll click on the ―Start‖ 
button and hit ―turn off computer‖ and again in pop-up 
window. Computer will turn off and go dark.  
 
Click on ―Log Off‖ if you want to close your work, but leave the computer on. Click on 
―Log Off‖ again if popup screen appears. 
 
 
Mouse Practice: 
Mouserobics created by the Central Kansas Library System 
http://www.ckls.org/~crippel/computerlab/tutorials/mouse/page1.html  
 
Mouse Program Help: http://www.mouseprogram.com/  
 

 

 

*References for tutorial:  Rockaway Township Public Library; Fort Collins Regional Library District online tutorial; 

http://tatecomputers.wordpress.com/2011/06/29/computer-basics-defined/ 

http://www.ckls.org/~crippel/computerlab/tutorials/mouse/page1.html
http://www.mouseprogram.com/

