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	Good afternoon!  And welcome to our most basic class, Computer Basics for Beginners.  In the next hour and a half you are going to 

· learn about the Library’s computers

· peruse our computer policy

· and learn a little bit about the parts of a computer.  

We will then review the keyboard and develop some basic mouse skills.  

Before we begin, why don’t we go around and introduce ourselves, and say what our experience is using computers.  My name is ….  

[Introductions]

Please be sure to let me know if I need to speak louder at any time.  I have some handouts that I will be referring to during the next hour, so if you haven’t picked them up they are in the back of the room.  

Let’s jump right in to what computers are available at the Library and what you can use them for?  We have a total of 33 computers available for public use.

[fill in with customized information regarding your libraries policies and computers]
Computer policies

Internet policy you can read at your convenience but let me clarify a few points.  

1. For #2 on the Internet use policy “reserving computer time”… 

2. Copies are .10 per page and you will be charged for every sheet that you print.  If you have any questions when printing, please as a staff member!

How are we doing so far?  Are we ready to move on the fun stuff?!

Parts of a computer

What we generally refer to as a computer is actually a series of machines or hardware units, more appropriately called a computer system.  Before PC meant politically correct, it stood for personal computer and was used specifically for IBM personal computers, as opposed to Macintoshes (Macs).  It is now commonly used to describe any computer, but at the Library, we only have IBM compatible computers.  One thing you may hear people use when referring to computer are brand names.  For example Lenovo, Gateway, Dell, Compaq, HP, etc.

A personal computer consists of a few basic parts.   The monitor is the television-like screen on which the computer displays information.  The Central Processing Unit, CPU, is your computer’s brain.  Earlier computers were known by numbers: 286, 386, and 486.  The newest computers are called Pentium computers and the Gates Grant computers are Pentium 4 processors.  

The most common input device is the keyboard.  It looks very similar to a typewriter keyboard with the addition of a few specialized keys.  

Disk drives used to be the most common way to transfer information back and forth for the computer’s memory to disk.  Rarely do you see 3.5” disk drives but most computers have a CD-ROM drive. a DVD drive or a combo.  Now most information is transferred by a USB drive.   This drive may also be called a thumb drive or jump drive. 

Any devices attached to the system unit are considered peripherals.  At our library, headphones and printers are peripherals that are available on public computers.  

Other common computer terms

Computers need a special type of software called operating system software to start.  Today, most computers use some form of Windows (for example Windows Vista, XP, or 7).  Once the computer starts, you can run other software applications or programs.  

The mouse is a hand held device that sits next to the keyboard.  You slide the mouse over your mouse pad to move a pointer around the monitor.  The mouse has become another standard hardware component of computers today.  It is possible to use a graphical program without a mouse; but to take advantage of all the features that are offered by Windows programs, a mouse is essential.  

This is a mouse.  Pick it up See how it cradles easily in your hand?   Flip it over.  You many see a light or a little ball.  That is what is controlling the mouse.  You’re rolling that little ball or light around to move the cursor on the screen.  You can’t hurt our computers, so don’t be afraid!  

There are two buttons on the mouse.  It is very important to hold the mouse in your right hand when you are first learning the mouse.  Why?  The LEFT mouse button is the button that you use the most.  If you are holding the mouse in your left hand, the buttons are reversed.  The term “click” or “left click” is used to when I want you to push in the left mouse button.   
How do you know which button to click?  The right mouse button is used a lot less frequently and when I want you to use the right button I will tell you to “right click”.

To use an office metaphor, a desktop is a computer display area that represents the kinds of objects one might find on a real desktop: documents, reference sources, programs. Your desktop is open right now.  Let’s look at your screen.  Does everyone see a blue background?  The taskbar at the bottom of the screen allows the user to see which windows are open and move between programs.  The objects are displayed as icons, graphic images that represent the objects.  

Let’s just move the mouse around the desktop.  We are going to do a couple of very basic mouse actions.  Point, click and double click.  When you move your mouse around the desktop, do you see the arrow?  That is your mouse represented on screen.  We’re going to do a little practice with the mouse.  Let’s just drive our mouse over to Internet Explorer icon and stop on it.  We aren’t doing any clicking; we’re just trying to get our mouse to obey our commands.  Let’s drive over to iTunes icon and stop on it.  Are you comfortable with your driving?  Let’s try some single clicks.  Again, drive to the Internet Explorer icon and stop on it—keep it stationary and do a single left click.  Did you see the icon turn blue?  Then you’ve done it correctly.  Let’s try again with another icon and continue to practice the point, stop and click.

When the user points to an icon and double clicks, a window is opened.  A double click consists of moving the mouse pointer to an icon and pressing the left mouse button twice in rapid succession.  Now it is very important in a double click to keep the mouse STATIONARY.  If you move the mouse during a double click, it gets distracted and won’t do what you want it too!  A double click is also done in fairly rapid succession. (Like the Little Caesar’s commercial: PIZZA, PIZZA)  Does everyone see the Word icon?  Let’s open word.

(leave Word open to have follow along with keyboard demo)
The Keyboard
Most of the letters and symbols are in the same position as the standard typewriter keyboard BUT there are some important additions and changes in the characters on the computer keyboard.  Let’s take a few minutes now to examine your keyboard and locate the following keys while you begin to familiarize yourself with their functions.

Main Keyboard
Key positions in the main section are similar to a typewriter.  However, the characters will repeat if the key is held down for even a second.  

Numeric Keypad
The number keys to the far right of the keyboard were designed for input by bookkeepers and accountants.  The <Num Lock> key must be depressed in order to type numbers with these keys.  Cursor movement keys are the “default” for these keys.  If <Num Lock> is not on, each key allows you to move the cursor up, down, left or right if existing text is displaced in edit mode.

Directional Keys
Directly to the left of the numerical keypad are the directional keys.  The arrow keys are located at the bottom of the keyboard.  The directional keys labeled <Home>, <Page Up>, <End>, <Page down> will perform specific tasks depending on the software which is running.  In a word processor, the <Home> key will reposition the insertion point at the beginning of a line of text.

Function Keys
Function keys are those which are numbered <F1>, <F2>, <F3>, etc.  Your computer may have up to twelve functions keys (ten function keys are standard on some keyboards).  These keys can be programmed to perform special commands within application software.

Special Keys


The <Esc> (escape) key is dependent on the software.  Generally it allows the user to back up one step in a menu or exit a command.

The <Ctrl> (control) key takes on many special functions when used with other keys o the main keyboard.

The <Alt> (alternate) key is also used in conjunction with other alpha keys for program-defined functions.

The <Enter> or return key is used on the Internet to enter a command.  In word processing, it is used to end a paragraph or insert black lines.

The <Tab>, <Shift>, <Space Bar>, <Caps Lock>, and <Backspace> keys all work the same as on a typewriter.

Right click To press and release the right mouse button—menu (same options just another way to do them)  [have them try]
(Example of an opened window)
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The user can than work in that program, minimize it, maximize it, or close it.  (Demonstrate minimize, maximize in Word—and the mouse function drag, and closing programs)  How are we doing?  Are we all together?  What questions do you have so far?
All set?

Basic Mouse Actions

There are basic mouse functions which you will need to learn in order to become proficient with a computer.  The left mouse button is used to “select” or “run” application icons or menu items. The right mouse button is used to bring up “shortcut” menus.

Of the seven basic mouse functions, we have already done:

1. Point
To move the mouse pointer to a location on the monitor (no button is pressed with this action)

2. Click
To press and release the left mouse button

3. Drag
To press and hold the left button while moving the mouse

4. Right click To press and release the right mouse button

We have also done a double click, but let’s practice some more.  I want to show you a shortcut to close a programs so let’s open up Internet Explorer.  Remember to keep your mouse stationary when you do your double-click.   Remember how we used the close button in the upper right corner?—I’m going to show you another way to close programs with [alt] [F4].  Remember that [ctrl] key we used earlier in conjunction with another key (end or home)?  The [alt] key works the same way.  Hold down the [alt] key and just touch the [F4] key.  Did you get back to the desktop?  Practice your double-click by taking a few minutes to open and then close some of the programs in the desktop.
5. Double-click To click the left button two times in rapid succession

Ok, return to your desktop.  There are just a few more mouse actions.  Please open Internet Explorer again.  At the Library, you will see the Library’s home page displayed.  Now some of you may have noticed that the mouse doesn’t always look like a white arrow.  Sometimes it looks like an "I" or on the Internet it looks like a hand.  This is to indicate different functions of the mouse.  The “I” indicates textual information while the hand indicates a hot link (clickable information).  Let’s highlight text on this page.

6. Highlight or select text
Move the mouse to the beginning of the text you wish to select.  Hold down the left mouse button and move the mouse to the end of the text.  Let go of the left mouse button.  The text will be highlighted.  To turn off, just do a single click somewhere on the page.

Lastly, scrolling.  There are many ways to scroll, but we’ll concentrate on the two most basic. 

7. Scrolling
Scrolling means moving up and down within a web page or other computer window. This is done by using the mouse to move the "elevator" up and down within the scroll bar at the far right of this screen. You can do this in four ways: 

To move one line at a time, click on the [image: image2.jpg]


arrow at the top of the scroll bar or the [image: image3.jpg]


arrow at the bottom. 

To move one screen at a time, click on the empty space within the scroll bar, above or below the elevator. 

To move anywhere within the document, point to the elevator itself. Press and hold down the left mouse button. Now you can slide the elevator up or down by sliding the mouse on the mouse pad. Release the button when you are in the desired location.

Use the scroll wheel on the mouse.  Position the on the web page and roll the wheel with your finger.

Now let’s take the next 10 minutes to practice some of our basic mouse skills.  Let’s look first at mousercise.  On our home page, scroll down to the DELICIOUS tags and put your mouse the word “MOUSE”.  Do you see the hand come up?  That means we can click on it and go to another page.  Locate Mousercise. Click.  Read the instructions on each screen and follow them to complete the tutorial.  I’ll be here to help you if you need me.  

That’s it!  BUT before I turn you loose, have a few last words.  To improve your skills you need to PRACTICE!  Please come back to the library or use the addresses to the tutorials that we have bookmarked on delicious.  Our delicious bookmark address is on the bottom of your mouse handout.   I am handing out an evaluation form that I would like you to fill out and return before leaving today.  I’ll also be handing out your mouse driver’s license!  Other computer classes are available. We offer classes year round so if a class does not fit your schedule this month, it may next month.  Hope to see you soon and often!
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