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A Beginner’s Guide to 

Computers 



Quick Reference  

 

 

Turning on the Computer 

Press the power button (fingertip-sized button usually on 

the front of the tower, often with           sign) and release. 

 

Power button 



Moving the Mouse 

Place dominant hand on the mouse with index finger on 

the left side, middle finger on the right, with the thumb 

bracing the left edge and ring/pinky fingers bracing the 

right edge. To move the mouse, look on the computer 

screen and find the cursor . Slide the mouse with your 

hand and watch the cursor move. When you run out of 

room to move your mouse, pick it up off the mousepad 

and place it back where you started. Repeat the motion. 

This works because cursor only moves when the mouse is 

on a surface. 

 

 

 

 

 

 

Clicking 

Press down on the left side of the mouse (beside the scroll 

wheel) with your index finger to left-click and select 

something (the cursor will change to    ) . Press the right 

side with your middle finger to right-click and bring up 

right-click menus.    



Scrolling 

The wheel in between the two halves of the mouse is 

called the scroll wheel. With your index finger, spin the 

wheel toward yourself to move the page down that you are 

viewing, and away from yourself to move up. You can see 

where you are on the page by looking to the right and 

seeing the page down/page up arrows. 

Typing 

Using your mouse, find a white box (called a “field”) and 

put your cursor over it. This is called “hovering”. If it 

changes to a    , or when you click inside it a blinking 

black line appears, that means you can type. Place your 

hands on the keyboard like you would on any other typing 

device, such as a typewriter, like this: 

 

 

 

 

 

 

 



 

Press the keys with your fingertips, just hard enough to 

press the key down until a letter or number appears 

(excessive force is not necessary, unlike a typewriter). If 

held down for more than 1 second, it will enter several of 

the same letter until the key is let off (ex: if I hold down the 

“N” key for 5 seconds, I get this. 

“nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn”). 

Logging In 

If your computer asks you to “log in” click on the picture 

beside the account you want to log into or type in your 

username by clicking in the white field beside “user”. If you 

don’t log in, you can’t use the computer. If it asks you for a 

password, click the field beside “password” and type it in. 

For security reasons, the password will show up as 

“*******”, but the real letters and numbers are being 

entered behind the scenes. Press the “enter” key or left-

click on the “log in” or “OK” button. 

Internet 

On your “desktop”, which is the screen that shows all of 

the little tiles such as “My Computer” or “Recycling Bin” 

and the wallpaper, you will see an icon that either says 

“Internet Explorer”, “Google Chrome”, “Opera”, “Safari” or 



some other internet “browser” (which is the program that 

lets you surf the internet).  

 

Double-click on that tile (click twice fast with the left mouse 

button). Wait a few seconds and the internet will open up 

and take you to your homepage, which is the website that 

will open every time your internet starts up. Many are the 

Google search engine or an email website. At the top of 

the page is another white “field” which you can click inside 

and type in website addresses. Website addresses are 

just like real addresses, in which they tell the computer 

where to go to find that page. They have a specific format, 

too. At first, depending on your homepage, the field will be 

full with a URL. A URL is the website’s address. It will look 

something like this: 



http://www.winnipegfreepress.com/sports/ 

To go to the Google website, you have to first click at the 

end of that URL until you get the blinking line. Then either 

click and drag your cursor over the URL until it “highlights” 

or turns a different color, then hit the backspace key on 

your keyboard, or press and hold down the backspace key 

until the URL has all been deleted. When the field is 

empty, type in this: 

www.google.ca 

All web addresses must have an ending like this, such as 

.com, .ca, .org, .gov, .co.uk, and many others. 

Some common websites and their addresses are: 

www.google.ca (Google) 

www.wikipedia.org (Wikipedia online encyclopedia) 

www.hotmail.ca (Hotmail email service) 

www.youtube.com (YouTube online videos) 

www.winnipegfreepress.ca (Winnipeg Free Press 

newspaper) 

www.facebook.com (Facebook social networking) 

If you want to find a website but don’t know the address, 

type the name of the site into Google’s search “field” and 

click “search” or hit the enter key. If the website exists, 

http://www.google.ca/
http://www.wikipedia.org/
http://www.hotmail.ca/
http://www.youtube.com/
http://www.winnipegfreepress.ca/
http://www.facebook.com/


Google will be able to find it. You may have to scroll down 

the page, however. 

 

Programs 

To open a “program” such as Microsoft Word, Outlook 

email, or Photoshop, double click on the tile or icon while 

on your desktop. If it is not on the desktop, click on the 

button on the left hand corner of the screen that says 

“Start”.  

Address bar 

Back/Forward button 

Refresh 
Close 

Google search field 



 

 

 

 

 

 

When the start menu pops up, click on the option that says 

“All Programs”. Without moving your mouse out of the 

menu, look until you find the program you want and click 

on it. You may have to click on other folders inside the 

menu first to access the program (ex: Word is found under 

the Microsoft Office folder). Anything with a small triangle 

after the title can be opened further when clicked on and 

opens another menu. 

 

 

 

 

 

 



Printing 

If you have something on a website you would like to print, 

you can right-click on the page and choose “Print” from the 

menu that pops up. Choose your printer that is hooked up 

and click “Print” or “OK”. The page will print. 

If you’re printing from Microsoft Office, click on “File” at the 

top and then “Print”. Follow the same steps, and the page 

will print.  

 

 

 

 

Email 

To set up an email account, go to your email provider 

website, such as www.hotmail.com. There will be a button 

http://www.hotmail.com/


to click on that says “Sign Up”. It will take you to another 

page where you must type information into the white box 

fields. When you are all done, click on “sign up” or “Ok” 

and your account will be activated. 

To log in, type in your email address that you chose during 

sign up (ex: johnsmith@hotmail.com) into the white field 

that designates the email address. Type your password 

into your password field and press “sign in”. If you don’t 

want to have to log in every time, click the little box beside 

“Keep me signed in” until it displays a check mark.

 

 

mailto:johnsmith@hotmail.com


Facebook 

To log into Facebook, provided you already have an 

account, click inside the email address “field” and type in 

your email address. Inside the password “field” type your 

password. Click on “Log In”. 

 

 

 

 

 

 



Google Searches 

Google is an irreplaceable tool for internet users. Anything 

on the World Wide Web can be searched for and found, 

providing you know how to use it. 

 

 

 

 

 

 

 

 

 

Type your search terms into the “search field’ and press 

the “Enter” key on your keyboard or click on the “Google 

search” button with your mouse. 

For example, if I searched “cats” and hit “enter”, this would 

show up: 

Search field 



 

 

Click on any of the blue text and the browser will take you 

to another website. The links (the blue text you can click 

on) with the small picture (called a thumbnail) beside it are 

videos. Usually the websites listed near the top are the 

most reliable, and even though Google provided you with 

pages and pages of searches, it’s best to stick to the first 

page. 

When searching for people, places, or websites, put your 

search terms in quotes like this: 



 

 

Without these quotes, Google will treat each word 

separately as “gilbert”, “plains”, “golf”, and “course”. The 

chances of finding what you’re looking for are narrowed 

down a lot by not putting search terms in quotes.  

Google also has image search, video search, and maps. 

Click the headings in the black bar at the top to switch 

what you’re searching for (images, maps, play, YouTube, 

news, etc.) 

Games 

Usually pre-loaded on your computer are some simple 

games that you might enjoy, such as Solitare, Hearts, 

Minesweeper, and Pinball. 

To play one of these games, go to the Start menu and 

select All Programs.  



 

 

 

 

 

 

 

 

From here, hover your mouse over the Games folder. 

 

 

 

 

 

 

 

 

 

 

 



Now you can pick from any game you like. Click on the 

title and it will open up in a new window. For example, 

Solitare: 

 

 

 

 

 

 

 

 

 

 

 

Use the mouse and click-and-drag functions to play the 

game. When you’re done, click the red X in the top right 

corner. When you click on “Game” and “Help”, there are 

menus you might find helpful when playing. 

 

 



Introduction to Computers 

Computers are a huge part of the daily lives of the 

younger generation. Many physical things you are used to 

are slowly being replaced by digital computer versions that 

are leaving “paper copies” in the dust. But why switch to a 

computer? 

For one, it eliminates clutter. Did you know that all of your 

banking records, certificates, documents, and tons more 

can be put onto the computer? All of those filing cabinets 

and desk drawers can now be put to better use.  

Businesses use computer databases now instead of paper 

filing systems because of the speed and ease of searching 

for names and numbers without manually checking every 

card with your own eyes. Computers make everything 

easy and fast! 

Another reason is the Internet. Almost any information in 

the entire world is available for you to access at the click 

of a mouse. Want to know what the deepest lake in the 

world is? Google it. Want to find out what that old high 

school friend is up to? Facebook them. Anything you want 

to know is right there at your fingertips. 

Your computer can replace your phone book, TV, CD/tape 

player, recipe books, encyclopedias, calendar, and much 

more. All you have to do is learn how to use it. 



Below is a checklist you can go over to judge your 

knowledge of computers. If you can confidently check all 

of them, congratulations! You likely no longer need this 

manual and have graduated to tech-savvy citizen. 

 

 I am able to turn on a computer and open up an email 

program 

 I am able to open the internet and navigate to websites I 

want to visit 

 I have become familiar with various parts of the computer 

(screen, keyboard,  

 mouse, etc) 

 I know how to use the necessary keyboard functions. 

(enter/return, right and left, click functions, shift, caps lock, 

numbers, return, space bar, escape, punctuation, 

delete/backspace and control, alt, delete) 

 I am aware of proper keyboard hand positioning. 

 I understand the concept of email and email addresses. 

 I am able to access an email program and use all of the 

functionalities (open emails, send emails, open attachments, 

delete messages) 

 I am able to carry out a Google search. 

 I am able to access Facebook 

 I am able to install programs 

 I am able to navigate the “My Computer” window and 

folders, such as “My Documents” 

 I am able to save, open, and delete files 



 

 

 

 

 

 

 

 

 

This is a diagram of a modern desktop computer, 

complete with speakers for sound and a microphone for 

you to speak into. Other kinds, which you might have at 

home, can look like this:  

 

 

All of these work more or less the same way. The only 

differences are in looks and in something called 

Early 1990s Late 1990s/Early 2000s Mid 2000s 2013 



“operating systems”. The operating system is what tells 

the parts of the computer what to do after you give it 

instructions. A computer can only follow orders, not give 

them. It will only do what you tell it to do. 

 

Most operating systems are easy to identify just by looking 

at your computer screen after turning it on. If you watch as 

the computer starts up, a picture will usually pop up on the 

screen with the name of the system “version”. If not, it can 

be identified by the style of the logo. Here is an example:  

This picture (left) tells us that 

the computer you have 

turned on has “Windows XP” 

as the operating system. 

This is the operating system 

that came out in 2001, and 

came before “Windows 

Vista” (2007), “Windows 7” 

(2009), and “Windows 8” (2012). Many computers, 

including the ones at the Gilbert Plains Drop-In Center, still 

use “Windows XP” as their operating system. 

Below are some pictures of common operating systems 

your computer may be using. Turn your computer on and 

try to match up the pictures with what you see on screen. 

 



 

Photo Operating System 

 

Windows 95 

 

Windows 98 
 

 

Windows 2000 

bibmr

 

Windows XP 



 

Windows Vista 
 

 

Windows 7 

 

Windows 8 

 

Apple Macintosh OS X (version 10.0 
to 10.5) 

 

 

Apple Macintosh OS X (version 10.5 
and above) 



 

Apple Macintosh OS Classic 

 

Knowing your operating system can be very helpful, 

especially when you are trying to put new things on your 

computer (installing) such as games or programs. Since 

some programs won’t work on older operating systems, 

many websites have you tell them your operating system 

from a menu when you download things off the internet. 

Keep in mind that on the internet, the words “operating 

system” are sometimes shortened to “OS”. 

 

 

 

 

 

 

 

 



Using the Keyboard
1
 

Proper hand positioning includes using all fingers to type. 

To get into proper position, place your fingers on the home 

row keys. Your left pinkie finger should be on the A key 



and your right hand on the ; key. Next, your left ring finger 

should be on the S key and your right hand on the L key. 

Your left middle finger should be on the D key and your 

right hand on the K. Your left pointer finger should be on 

the F key and your right hand on the J key. Lastly both of 

your thumbs should be placed on the space bar. See 

below: 

 

 

 

 

 

 

 

From the home row it should be easy to use all the 

necessary keys. You should keep your hands in the same 

general position but move them as necessary to use the 

keys needed.  

To write with capital letters, you must hold down the button 

that says “shift” or has a symbol of an upward arrow, while 

pressing the letter you want to capitalize. 



  

Now for punctuation. Before beginning, make sure your 

hands are in the correct position. Some of these keys, 

such as  

? ! “ ” ( ) : 

require the use of the shift button, which will require you to 

hold down the “shift” button, while pressing the symbol 

and then letting go when you’re done. Now, try pushing 

SHIFT + the Symbol you wish to use. The symbols that 

are on top of the numbers on the keyboard can be used by 

pressing Shift. For example, the (9) key can also be a 

bracket ( key. And they slash key / can also be a question 

mark ?. 

 

Thanks www.cyberseniorsdocumentary.com! 

 

 



Installing Programs
2
 

Since the parts of the computer are called the “hardware”, 

it only makes sense that the virtual programs that run on 

the computer are called “software”. 

Programs are what make a computer worthwhile. Without 

programs, or specific tools for doing things on the 

computer, it would really be pointless. The internet 

browser, for instance, is a program. Microsoft Word is a 

program. Photoshop is a program. But how do you get 

programs? 

Programs must be installed, which is just a fancy word for 

set-up. Some programs cost money. These you can find in 

electronic-sections of stores such as Walmart, and come 

with an installation CD. Just place the CD in the CD tray 

on your computer’s tower (there is a button to open and 

close the tray, like a DVD player). Once the CD is inside 

the computer it will “run” and prompt you with menus for 

installing the program. 

Another way to install programs is online, usually with free 

programs. After “downloading” the program (click the 

download link on the website), you will be prompted with 

menus asking you to run the “installer”. 

When installing new programs, follow these handy tips 

(courtesy of www.computerhope.com): 



 Make sure your computer meets the requirements of the 
program, game, or utility you are attempting to install. 

 The manuals for the program or the readme file are located in 
the same folder as the installer, and commonly contain exact 
instructions on how to install a program. 

 After installing or during the installation, a program may need 
to install other programs, files, or utilities before it is able to 
run. If this is the case, the program will commonly prompt you 
to install the program or you may need to run a separate install 
before the program can be fully used. 

 When installing a program, utility, or game, it is always a good 
idea first to close or disable any other programs that are 
running. 

 After installing a new program if it prompts you to reboot the 
computer, do it. 

1) Usually when you place an installation CD label-side 

up in the computer, an AutoRun window will pop up. 

 

 

 

 

 

 

 

 

 



2) Click the option to run Install or Setup. 

3) User Account Control may ask if you really want to 

run this program. (Windows 7 tries to keep you from 

installing software unintentionally by asking for 

confirmation.) 

4) If nothing happens when you insert the disc, choose 

Start→Computer to open the Computer window; 

double-click the icon for your DVD or CD drive; and 

then double-click a program named Setup or Install. 

5) If the installer offers a language selection, choose 

yours; likewise, agree to the end-user license 

agreement, if requested. 

6) Many installers require you to accept an end-user 

license agreement (EULA). You can read the EULA or 

not, but you can’t install without agreeing to its terms. 

7) If the installer offers Express/Standard or Custom 

installation options, choose the Express/Standard 

option to let the installer set up the program without 

further input from you. 

8) The Custom option or Advanced Settings allows you 

to specify where to install the program and, perhaps, 

which parts of the program to install. Some installers 

provide other options to install documentation and 

other programs or to register the program. 

 

 



 

 

 

 

 

 

 

 

 

 

 

9) As the installer program continues to run and display 

dialog boxes, click the Next or Continue button. 

10) You proceed to the next dialog box each time you 

click. 

11) Click the Finish or Close button in the last step of the 

installer program to complete the process. 

12) In a few cases, the setup program may ask you to 

restart Windows 7. In this case, you don’t have to 

restart immediately, but you won’t be able to use the 

new program until you do restart. 



 

 

 

 

 

 

 

 

 

 

 

 

13) The new program may appear automatically at the 

bottom of the first screen of the Start menu. Look 

under All Programs as well. Newly installed programs 

are highlighted in color. Some installers add a 

program icon to the desktop. 

14) Many programs try to connect to the Internet for 

updates during installation or when you run the 

installed program. The first time you run a program, 

you may be asked if you want to register the program 



or configure some aspect of the program. Go with 

default (assumed) responses, if you’re not sure. 

 

Thanks www.dummies.com! 

 

Navigating Your Computer 

The desktop and the start menu are your friends. Both 

provide easy access to the files stored on your computer, 

including programs, documents, and pictures.  

On the start menu (bottom left START button; click it), 

click on My Computer. 

 

 

 

 

 

 

 

 

 



A new window will pop up. This is the Windows Explorer, 

and it’s how you navigate through your directories and 

files. The directory currently open is called “My Computer”. 

 

 

Here you can see what hardware (equipment such as 

printers and USB sticks) are currently plugged in and 

installed on your computer. It also displays your hard 

drive, which is where everything on your computer is 

stored. The hard drive is a physical disk inside the tower of 



the computer that contains all of your files. Here it’s called 

“Local Disk” or the “C drive”.  

Go back to the Start menu and this time click “My 

Documents”. This other window will open. 

 

 

Here is where all of your photos, music, and documents 

should be stored. When you save a file, you can select 

where to save it, so you should be organizing where you 

save based on file type (pictures in My Pictures, 

documents in My Documents, music in My Music, etc.). By 



double clicking on any icon you can open it. Folder icons 

open into smaller folders. File icons open in a program. 

 

Saving, Opening, and Deleting Files 

To save something, go to the top of the program where 

headings such as “File”, “Edit”, and “View” are listed. Click 

on “File.” 

 

 

 

 

 

 

 

 

 

 

 

 



 

If your file has already been saved before, you can click 

on “Save” and it will save exactly as it was the first time 

(same name, same place). If it is a new file or you want a 

copy of it, click on “Save As”. 

 

 

 

 

 

 

 

 

 

 

 

This box will pop up. Beside “File name” is highlighted 

text. You can type what you want to call the file here. 

Underneath that, beside “Save as type”, is a drop down 

box. Click the arrow, and you can choose what kind of file 

you want to save. At the top, beside “Save In”, is a drop 



down box where you can choose what folder to save it 

into. This includes the Desktop, My Documents, My 

Pictures, or any other folder you’d like. 

To open a file, first you can open the program you want 

the file to open in, such as Microsoft Word. Click on file, 

and instead of choosing “Save” you will choose “Open”. A 

window will pop up, very similar to the save one. 

 

Now you can use the top drop-down box or double-click 

on folders to locate the file you want. Here, if your file was 

in My Pictures, we would double-click that folder and click 

the file once. Then, click “Open”, which is next to “Cancel”. 

The file will open in the program. 



To delete, go to Start and open My Computer or My 

Documents. When you see the file you want to delete, 

right click on it. 

 

 

 

 

 

 

 

 

 

Choose “Delete”. When prompted if you are sure you want 

to delete, click “Yes” if you are or “Cancel” if you aren’t. 

You can also click and drag files from the Desktop into the 

Recycling Bin. 
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