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Intro to Computers. 
 
Handout Objectives: 

 
1. Working with the mouse. 
2. Introducing the  Icons of Desktop. 
3. Getting familiar with your Keyboard. 
4. Deleting a document. 
5. Creating a Folder. 
6. Renaming a Folder. 
7. How to Save. 
8. Where to Save. 
9. How to Copy and Paste. 
10. Getting familiar with Microsoft Office. 

1. A Mouse is a small hand-held device, used to control the position of the cursor, 
movements of the mouse on a desktop correspond to movements of the cursor on the 
screen. 

 

2. Desktop is your portal to your computer.  

Icons; the little thumbnails you see on the Desktop are called icons. Each icon represents 
a function, program or document on your computer. To open an icon, double-click it.  
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The Start Menu. The Start Menu provides access to all your programs and Windows 
settings, a Help and Support guide, a Search facility for locating documents and other 
items on your computer or on the Internet, and several other options.  

�

Recycle Bin. This is the equivalent of the wastepaper bin in your office. Dump unwanted 
documents and programs in here either by dragging and dropping them with the mouse or 
by selecting them and then pressing the Delete (or Del) key on your keyboard. 

 

My Computer. My Computer stores information about your computer system. It 
contains icons which give you access to your disk drive. 

 

3. Some of the main things you need to know about your keyboard. 

ENTER or RETURN - Moves the cursor down one line and to the left margin. Enter 
also process commands such as choosing an option in a dialog (message) boxes and 
submitting a form. 
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DEL or DELETE  - Deletes the character at cursor and/or characters to the right of the 
cursor and all highlighted (or selected) text. 

BKSP or BACKSPACE - Deletes the character to the left of cursor and all highlighted 
text. 

SPACE BAR - Moves the cursor one space at a time to the right 

SHIFT KEY  - Use the shift keys to type capital letters and to type the upper character on 
keys with two characters on them 

CAPS LOCK - Locks the keyboard so it types capital letters (a light goes on when caps 
lock is on) 

TAB - Moves the cursor five spaces to the right (number of spaces are usually 
adjustable). Tab moves to the next field in a form or table (Shift-Tab for previous field). 

ARROW KEYS  - Moves the cursor around document without changing text 

 
 
 
4. To Delete a document, go to the document you want to delete Right Click / Delete. 
 

 
 
Also you can simply drag the document to the Recycle Bin. 



 4

 
5. To create a folder on your desktop of your PC, right click  / New / Folder. 
 

 
 
6. To rename a folder, again right click on the folder you created, choose Rename. 
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7. To save a document for a first time, go to Office Button / Save as. 
 

 
 
To save the same document again and again, go to Office Button / Save. 
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8. There are many different places where the document can be saved. 
Most frequently you will save the documents into your Desktop in the beginning. 
To your Desktop usually you have the most frequent used files. 
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Another way where to save is to your Documents; go to Office Button / Save As / 
Documents. 
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9. To Copy and Paste a document, select the object you want to copy, right click / copy. 
 

 
 
Now go to your location you want to paste the object, right click / paste. 
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10. Microsoft Office will be one the most often use application. Make sure you get more 
and more familiar with Microsoft Word, Excel, PowerPoint and Access. 
 
 
 
Microsoft Word  is Microsoft's flagship word processing software. 
Microsoft word it is where the user would be writing most of the assignments and essays. 
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Microsoft Excel is a spreadsheet program which allows the user to enter numerical values 
or data into the rows or columns of a spreadsheet, and to use these numerical entries for 
such things as calculations, graphs, and statistical analysis.  
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PowerPoint is a complete presentation graphics package. It gives the user all the tools 
needed to produce a professional-looking presentation. 
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