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Use this guide to learn the basic computer skills needed for
everyday tasks.
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PART 1: COMPUTER BASICS

If you are new to technology, using a computer can be overwhelming. Read on to become familiar with some
computer basics.

Types of Computers
Computers come in many shapes and sizes. Below is a comparison of the two main types.

The choice between a desktop computer and a laptop depends on your specific needs and preferences. A laptop may be
the better option if portability and convenience are important. A desktop computer might be more suitable if you require
higher performance and customization options.

Desktop Computer Laptop Computer

Monitor Webcam

Screen

Trackpad/
Built-in Mouse

Keyboard ‘0 Mouse Keyboard
+ Used in a stationary location, like a desk + Portable design for on the go use
» Composed of separate parts « Parts built into the computer
» Must be plugged into an outlet to use + Cordless, but requires a power cord to recharge
PC vs. Mac

The two types of computers are Personal Computer (PC) and Macintosh (Mac). Here, are some key distinctions:

—— —an
./

Dell, Hewlett Packard, LG, Microsoft,
Manufacturer(s) Apple
Samsung, Lenovo, and more
Operating . .
Microsoft Windows Mac OS
System
Usage Business, productivity, and gaming Crea_tlve design, \_ndeo editing, streaming
movies, and music
Price Wide range Over $2,000
Security Require an antivirus program Antivirus program built into the device
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Keyboard

The keyboard contains a set of keys, including letters, numbers, and special characters used to type text. It also includes

function and shortcut keys.

Note: Typing Club and Typing.com offer free keyboarding classes for all computer levels.

Alphabet— Number & —— Functional —— Special
Keys Special Character Keys TKeys Keys
(I EMEEH I CICIC S+ 20 e s I e o [ [ )
JOIEEEIEIEECIEIBIE L - \fﬂ lr) UL
HQHW!EQMTHYHUH'HOHPH UL b=l

NabaEanm

caps lock

‘H 4|l 5|l 6| +

enter

>

shift ] ; l sh\ft] A 1 L 2 J 3
alt %@] ( E4 alt o‘ )
control option command 9 space bar command option control h w . 0 ) enter
\ J
L Special ArrowJ Numeric & —
Keys Keys Logical Keys

- Capitalize letters/type special characters: Hold down the “shift” key and type. For example, to type capital "A”",
press the “shift” key and “a” key. To type a percent sign, press the “shift” key and “5" key.

« Delete a character: Use the “backspace” key to delete a character to the left of the cursor. Use the “delete” key to

delete a character to the right of the cursor.

« Arrow keys: Moves the cursor up, down, left, or right.

« Tab key: Moves the cursor between fields or boxes on a web page or form.

« Enter key: Moves the cursor to the next line or to submit a form. On some keyboards, this is also known as the

"return” key.

« Space bar: Adds a space between text.

Notes
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Mouse
The mouse allows you to move the cursor on the computer monitor/screen and select objects or text. It typically has
two buttons to perform various functions.

Action & Function Step 1 Step 2

Left-click Position the cursor over Press/click the button A
Opens a menu, file, document, the object. Gk on the left side of the -
or link mouse; some items
chrome require just one click and
some may need two.
Right-click Move the cursor over the /, Move the cursor over
Opens a menu of options for an object and press/click the - the item, then press/click
image, link, or file button on the right side of the left button on the
the mouse. mouse.
Scroll Move the cursor to the i Press/click the square,
Allows you to move up or down in | vertical side bar on the E then hold the left button
a document, screen, or webpage right side of the screen. k down and scroll down. _
Drag & Drop Press/click the object Move the mouse to
Places a file in a desired location, you want to, and "drag" the object to a
i.e., email or a folder keep the left button new location, such as a
pressed down. folder. Release the left
button to "drop" the
file.

Cursor

The mouse controls the pointer on the screen, known as the cursor. The cursor looks like an arrow in its default state,
but changes shape as it performs different computer tasks. Below are the most common types of cursors used in
Microsoft Windows.

Cursor Description Cursor Description Cursor Description

I} Arrow @ Hand I Ibeam
Normal selection Select links Text selection
Cross Universal No Fa Wait
Precision selection Unavailable Yen Screen loading or busy
Printer

Printers allow you to print, copy, and scan documents. Below are the steps to print a document.
Note: These steps may vary depending on the type of computer and printer you are using.
Step 1: Make sure the printer is connected to the computer and turned on.

Step 2: Open the document or image you want to print. This can be a file you've saved on your computer, a webpage,
or an email.

Step 3: Click on the “File” menu in the top left corner of the window, and select “Print”.
Step 4: Choose the printer you want to use if multiple printers are installed.
Step 5: Adjust print settings, such as number of prints, double-sided printing, and color vs. black and white.

Step 6: Click the “Print” button to send the document or image to the printer.
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PART 2: WINDOWS MENU

Every computer has an operating system. As discussed in Part 1, PCs typically use Microsoft Windows. Similar to
smartphones, as Windows makes upgrades, they release numerical versions. The following sections will walk you

through Windows 10.

Start Menu

Here, you can access applications, search for programs and files, customize settings, and connect to the Internet by

clicking on the Windows icon == in the bottom left corner of your monitor.

Settings

Click the gear icon £& to access the Windows Settings options.

Add and customize
your computer's
devices such as printer,
web cams, headphones
and mouse

Manage and identify
your Wi-Fi and
Internet connections

This section includes
settings that make
your computer easier
to use including
text-to-speech,
magnifier, and other
accessibility options

Notes

Windows Settings

&0~ |

0 v

~

Q

Network & Internet

Wi-Fi, airplane mode, VPN

Accounts
Your accounts, email, sync,
work, other people

Ease of Access
Narrator, magnifier, high

contrast

Update & Security
Windows Update, recovery,
backup

Devices
Bluetooth, printers, mouse

Phone

Link your Android, iPhone

Personalization

Background, lock screen, colors

Apps
Uninstall, defaults, optiona!
features

-

b

o)

Time & Language

Speech, region, date

Search

Find my files, permissions

Gaming
Xbox Game Bar, captures, Game
Mode

Privacy

Lacation, camera, microphone

Set your desktop
background, fonts
and colors, and other
appearance options

Customize the
computer's language,
date, time and more
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PART 3: FILE MANAGEMENT

Using files and folders helps you organize, store, and access information more efficiently. Below are some basic

functions in Windows 10.

1. File Explorer: Open File Explorer by clicking on the
folder icon or pressing the Windows key + E.

2. Navigate folders: Use the left-hand pane to navigate

n o File Explores
HomE SPiliE WisEwa

i Quick sccess - Frequent folders (6)
through different folders and drives. Click on a folder to  Oownloads  # S v o e Search Quick eccess
display its contents in the main window to the right. S '
. . e i o Frequent folders (8)
3. Search for files/folders: Use the search box in the -9 . e Descop
top-right corner to search for specific files or folders. 8] Documents — misPC
Type keywords related to the item and the search results 2 OneDive g o
. . . . B Ths PO = Downloads
will appear in the main window. b — 3
4. Create a folder: Right-click on your desktop, select
“New”, and click on “Folder”. Type over New Folder ~
highlighted in blue to name the folder. Then press "Enter". itk 0 Folder
. . . . "= CrowdSirike Falcon malware e P Shorteut
5. Copy file: Select the file you want to copy, right-click, = T
and select “Copy”. Navigate to where you want to copy Inkel® Grephics Settings 81 Microsoft Access Database
the file, right-click and select “Paste”. O v B 18Mi Desktop kcon
. . ) 6% Microsoft Word Document
6._ Delete file: Select the"flle you want ;co dele'f'e, right- B3 Display settings B Data Tronsfer from IBM i
click, and select “Delete” or press the “Delete” key on B Personalize B Cata Transfer to [BM §
your keyboard.
7. Rename file: To rename a file, right-click on the file, = g
select “Rename”, and type in the new name. v Always available offline
Sy
Restone previous yersions
Send to
Cut
© copy
Create shortout
G Delete
e Rename
Properties
Notes
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PART 4: HOW TO USE THE INTERNET

Public vs. Private Wi-Fi Connections

It's important to understand the security implications of public and private networks and to take the necessary

precautions to protect your data and privacy.

Public Wi-Fi Private Wi-Fi

Available in public places like cafes, airports, libraries,
and hotels

Connection dependent on local service provider, only
accessible within area where the network is installed

Free or low-cost

Cost associated with usage

Typically, does not require a password

Requires a password

Security risks

Less security risks

Connect to Wi-Fi

Wi-Fi technology allows computers and devices to connect to the Internet and communicate with each other. To connect
to Wi-Fi, go to the computer's settings, and select Network & Internet, as seen on page 6.

Step 1: Turn Wi-Fi on, and select a network.

Step 2: A list of available Wi-Fi networks will appear.
Select the network you want to connect to from the list.

Note: If the network is secure, you will be prompted to
enter the Wi-Fi network password. Type the password,
and click “Next” or “Connect”.

Step 3: Once connected, you will see a message
saying “Connected” or the network name with the
“Connected” status.

Note: If you have previously connected to a network
and want to automatically connect to it when in range,
enable the “Connect automatically” option when
entering the password.

6 Home Wi-Fi
| Fund & seting i | Wi-Fi
O -
Hetwork & [nternaet
show wsilable networks
& status Hardware propeties
Manage known netbworks
& iR
= Ethernet Random hardware addresses
= Dial-up Use random handwane addredses to make it harder for people 1o track
your lecaton when you connect to different Wi-Fi networks, This setting
Notes
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Perform an Internet Search

Every computer comes with a web browser installed. Many browsers are out there, but the most popular are Google
Chrome, Microsoft Edge, Mozilla Firefox, and Apple Safari. These instructions are based on Google Chrome. To start,
double-click on the Chrome web browser to open Google's search page.

Step 1: Type what you want to
search in the address bar at the top
of the page or in the main search
bar. This can be a single word, a
phrase, or a question. For example,
type “how to create a resume”, then
click on the “Google Search” button
or press the “Enter” key on the
keyboard.

Step 2: View the search results that
appear on the page.

Notes

A = O x
& MNewTab b4 +
C f G SearchGoogleortype.. 12 * @ @ x/". f? f; T o % O &
@ GEO Care Intranet —.. @ View Tickets - Happ... h Thesaurus and War... Creative WordPress GRC »

Gmail Images A

Google

Q. how to create a resume § ©
é Go gle how to create a resume X L & Q
Videos Images Example Template For free For first job On Word MNo experience

About 6,130,000,000 results (0.48 seconds)

Sponsored
@ Grammarly

hitps:/www.grammarly.com
How To Create A Resume - Stand Out to Recruiters

Correct grammatical mistakes & enhance your professional résumé writing skills
instantly. Ideal for résumeés, emails, letters, blogs, & much more. Try Grammarly...

Sponsored
E Resume Genius
hittp s/ www.resumegenius.com
Free Resume Templates - Build a Resume In 15 Minutes

Don't Undersell Yourself. Tell Your Story with Resume Genius & Get Hired Now. Show
That You Are the Best Candidate With a Genius Resume. Free Resume Examples.
Detailed Formatting Help. Step-by-Step Builder. Career Specific...

Sponsored

Canva
(C]

h‘:‘tpS:.-'_-'w'.\".‘J.can'.'a.C::m » resume-maker
Resume builder - Design To Make An Impression

Design Stunning Resume With Customizable Templates & Thousands Of Graphics.

Sponsored

resume.co
Mitps://www.resume.co

Like ChatGPT for Resumes - Free Al Powered Resume Builder

Craft your Perfect Resume by answering a few guestions. Create and Download in Minutes!

Follow these steps when drafting a resume for your next job application : Pt wite o Nomire

1. Start by choosing the right resume format. ...
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PART 5: GOOGLE ACCOUNT, EMAIL, & DOCUMENTS

You can create a free Google account to send emails, create documents and spreadsheets, and much more. To start,
open your browser and type https://accounts.google.com/signup.

Note: Visit Google Workspace Learning Center to find training and help.

Create a Google Account

Steps 1:
Google
Create a Google Account
Enter your name
First name

Last name (optional)

MNext

Step 4:

[ Password
|

Confirm

[J show password

Step 5:

Step 2:

Month Day Year
‘ May v 3 1988

Gender

Rather not say v

Step 3:

() tom708092@gmail.com
(O t64474604@gmail.com

(O Create your own Gmail address

Use your existing email Next

[ Recovery email address

MNext Skip

Step 6:

You can use this email address to sign in later

Tom
tom708092@agmail.com

Step 7:

Privacy and Terms
To create a Google Account, you'll need to agree to the
Terms of Service below.

In addition, when you create an account, we process your
information as described in our Privacy Policy, including

10

Step 8:

Confirm personalization?

Personalization settings are turned on to
give you a more personalized experience,
based on your saved activity and associated
info. One of those settings is Web & App
Activity.

You can change this and other settings by
selecting "More options” below.
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Email

Gmail is a popular service offered by Google to send, receive, and save emails and access other services like Google
Docs and Google Sheets. To start, open your web browser, and go to your Gmail account at https://www.gmail.com/.

Note: For help setting up an email address, visit the Get Started page, and click Email Setup.

Send an Email

Step 1: Click “"Compose” in the top left corner.

Step 2: Enter recipient’s email address next to To
and a subject.

Step 3: Type your message in the body of the email.

Step 4: Use the bottom section to change the format,
attach a document, attach an image, and delete the
email draft.

Step 5: Once complete, click the "Send" button.

Read & Respond to an Email

Step 1: Incoming emails appear in your inbox. To read an
email, double-click on the title.

Step 2: To respond to an email, click “Reply” at the
bottom of the message. You can also forward messages
and add recipients to an email thread.

Step 3: To archive, report spam, and delete an email,
use the tools at the top of the page. To see the
functions of each, simply hover over the icons.

1"

= M Gmail Q. Search ma
Composs L - =
EatStreet Orders eatstreet.com Order B3
H  Inbax 261 Google Security alert - & now sic
T Stamed
Paul Jerasingh E Ah. Sorry to hear that. Ph
@ Snoored

New Message -
To Test@gmail.com Cc Bcc
Subject Test

Hi,

This email is a test. Please confirm you received this message.

Thank you,
Name

o

M. -c00as:

= M Gmail Q, Search ma
o- <
& Compose
EatStreet Orders eatstreet.com Order 83
261 5

W inbox Google Security alert - A now s
T Stamed

o Paul Jebasingh E Ahu Sorry 10 hear that. P
® Snoored
B Set Twa Minute Reports . [Important) Time for an
0 Drafts Dan Benson (via Goo. Share request for “GEQ

2 0 o D
Ah.. Sorry to hear that. Please help me understand inbor «

I Paul Jebasingh E <paulsy

Hi friend

Its troubling to know that that you had to cancel your “Two Minute Reports” subscription
Before you go, can | ask you a favew? Please tell me what we could have done better?

Help us 1o not dsappoint anybody who may go through the sami problems that you did

= Reply ~* Forward

®
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Create a Document

With Google Docs you can create, edit, and share documents online. Below are the basic steps to create a new
document. To start, open your web browser and go to your Google Docs account at https://docs.google.com. You

may be asked to sign into your Google account.
Step 1: Click "Blank".

Step 2: Use the formatting tools at the top of the page
to change text, add headings, change font sizes, and
more. Insert images or other media by clicking “Insert”
and choose the appropriate option. To see the functions
of each, simply hover over the icons.

Step 3: When you finish a document, it will automatically
save to your Google Drive. We recommend you
download it as a Microsoft Word and save a copy on
your computer as well.

Notes
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Start a new document

Youur Naine

o +

= a Docs Q, Search

Template gallery 2

Blank Resume Resume Letter Praojeq
Serif Coral Spearmint Tropic
Thisis a test
= Iy | o & o-

File Edit View Insert Format Tools Extensions Help
& ¢ & A § 100% v | Normaltext =  Arial v | = -n + | 1 4
finnnllnnnnnnall snClnnaflannBannllanninonilnnn®annllonnionnllon

This is a test

This 1is a test

elln Edit View Insert Format
B Hew

Open

(o |
D maie a copy

&* Shane
= Email

[+

Download

Rename
Micrwe
Add shoricul ta Dime

Miove o Brash

[ IR = - Y

{5 Versicn history

(£} Wake sroailabile offline

Tacls Extensons Help

i Arial = | = | 2|+

CArl+C

'9 Microsolft Woed |, docx)
QpenDocument Fonmad (00)
Rich Text Format (.l
POF Document {pdr)
Plain Tent | 1xt)
‘Web Page (Himl, zipped)

= EPUE Publication [ apub)
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Create a Spreadsheet

Google Sheets is a free, cloud-based program to create, edit, and share spreadsheets online. Here are the basic steps
to create a new spreadsheet. To start, open your web browser and go to your Google Sheets account at https:/

sheets.google.com.
Step 1: Click “Blank”.

Step 2: Enter data into the spreadsheet, and use the
formatting tools at the top of the page to edit your
data, change colors, adjust column widths, and more. To
see the functions of each, simply hover over the icons.

Step 3: Onceyoufinish aspreadsheet, it will automatically
save to your Google Drive. We recommend you download
it as a Microsoft Excel and save a copy on your computer
as well.

Notes

= a Docs Q, Search
Start a new document Template gallery 2

Vouur N

Blank Resume Resume Letter Project g
Serif Coral Spearmint Tropic
Copy of GEO Reentry Connect Budget Worksh... fr @ & D B O

File Edit View Insert Format Data Tools Extensicns Help
© o B § 100% v |8 % o 0 | vefaul. v |-[10)+|B I 5 |

Al - |
A B c
Use the form below to calculate your finances, or as practice so that you are prepared.

2 Total Monthly Income (allowance or paychecks)

10 Rent

i1 Utilities (water, electricity, cable TV, etc.)

12 Phone

2 Food

14 Medicine/Healthcare

15 Clothing

16 Transportation (gas, car maintenance, public transit)

1 Entertainment

18 Parole/Supervision/Counseling Fees

18 Fines

20 Restitution

21 Other (car loan, insurance, savings, tuition, etc.)

2 Total Monthly Expenses $0.00

S

” Mext, subtract your total monthly expenses from your total monthly income to determine
+ = Sheetl -

9"" Edit 'Wiew Insert Format Tools Extenssons Help

B Hew L Arial L - A
£ Open CArt+0

D maie a copy

B+ Share "

= Email [

& Download

'9 Microsoft Excal | xisx)
ey OpenDocument Format (odi)
Aich Tex Format (.

g Mowe

POF Document {pdr)
{8y Add shorcu ta Drve i pd

Plain Ten [ 1xt)
B Mowe o trash

Web Page | Himl, zipped)
£8) Version higtory b EPUR Publication [ &publ)

(Z) Make available offline
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