Basic Computer Training
(by Paul Watkins pchelp@gnulife.com) 
I. How a Computer is Organized
A. Drives

1. C: drive – The Main Drive in your computer

2. DVD drive (typically D: or E:)

3. USB drives

4. Misc
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B. Folders hold files (and sub-folders)
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C. Files – used to run Windows, programs, and to store information

1. There are thousands of files in your computer, ( when I checked my computer there were a total of 189,618.  But with this training document there will be one more. :-)  most of which you will never bother with because Windows and other programs are using them to work.  The files that you need to be concerned with are your picture files, sound files, documents (Word files, spreadsheet files, financial files, etc., etc.)

2. Each file has a filename and an extension which is usually 3 or 4 letters long.

Word files usually have a “.doc” or “.docx” extension (e.g. Myresume.docx).

There are a variety of types of picture files.  Jpeg picture files have a “jpeg” extension  or a “jpg” extension. (e.g. weddingpic.jpg)  Some Windows picture files use the “,png” extension whereas older ones used a “.bmp” extension. A file that is used in Firefox, Internet Explorer, or other browser, typically has an “.htm” or “.html” extension.

3. By default Windows will not show the extensions on files. (Microsoft really does some stupid things for who knows why.)  To show file extension names (which I DO recommend), from the use the Windows key + E keyboard combo, then click on “Organize” on the menu, then click on “Folder and search options”.  Now click on the “View” tab
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II. Getting Around on the Computer
A.. With the Mouse

1. “Click” (one click on the left button) This is the most often used.

2. “double-click” (two quick clicks on left button)

3. “right-click” (one click on the right button) NEVER RIGHT-CLICK WHEN SOMEONE JUST TELLS YOU TO “CLICK”!
4. “click-and-drag” (hold left button down and move mouse, let up on button on arrival)

5. “right-click-and-drag” (same as above only with right button)
F. Keyboard Tour (your keyboard may be arranged differently than this one)
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1. Escape key (use it to escape out of various screens)

2. function keys, F1-F12 (different programs use different function keys for different functions)

F1 is usually used for help

F3 is usually used to continue a search you started

3. Insert key – toggles the insert function on and off

4. Print Screen key – takes a picture of the screen and saves it in the background so you can paste it into a document.

5. Home & End keys – Home takes you to the beginning.  End takes you to the end.

6. Number Lock key – turns the numberic keypad on so those keys type the numbers instead of moving you around

7. Backspace key vs. Delete key

backspace deletes one character to the left of cursor

delete deletes one character to the right (or everything currently highlighted)

8. Tab key – various uses

9. Control keys – used in combination with other keys for various shortcuts

10. Alt keys – used in combination with other keys for various shortcuts

11. Windows key(s) – used in combination with other keys for various shortcuts
Keyboard Shortcuts (click on menu to show short  cuts)
ALT+F4
Close the active item, or quit the active program. 
ALT+Tab 
Move between open apps.
ESC 

Cancel the current task. 
CTRL+C 
Copy selected text.
CTRL+X 
Cut selected text. 
CTRL+V 
Paste what has been copied or cut last. 
CTRL+Z 
Undo. (VERY HELPFUL!) 

CTRL+A 
Select all. 
CTRL+Home
Go to the very beginning of a document.

CTRL+End
Go to the very end of a document.

Windows+D
Minimizes all open windows to show the Desktop

Windows+E
Open Windows Explorer (“My Computer”)

Right-click – menu of options
III. Using the Internet
A. Browsers – what are they – We can move around to a bazillions of different websites


we can get our email


we can buy things


we can research millions and millions of things


we can infect our computers via the Internet


etc, etc, etc

B. Address Bar 

C. Bookmarks/Favorites

D. / vs. \   forward slash (on the question mark key) vs. backslash (above the Enter key)
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E. Changing Font Size

F. Print Preview
G. Saving Web Info (copy & paste, save as, etc.)
IV. “Rule Number One” - Back It Up!

Where files are stored


How to back them up


How to get them back

