[image: image35.jpg]Jackson
District
_ibrary





Computer Classes

[image: image34.jpg]Jackson
District
_ibrary





Introduction to Computers or

How Do I Turn This Darned Thing On?

How Do 

I Turn This Darned Thing On? 
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Goals and Objectives

· Participants in this class will 

· Be more familiar with the components of the computer.

· Be able to turn on the computer, 
· Be introduced to the components of the windows operating system. 

· Be more comfortable with simple navigation through the windows environment. Be aware of the file structure of the windows environment. 
· Create a file, save it, close it and reopen it. 
· Be less apprehensive about using a computer

· Become familiar with the computer mouse. 
[image: image2.wmf]

Definitions of ROM and RAM

ROM:

Pronounced rahm, acronym for read-only memory, computer memory on which data has been prerecorded. Once data has been written onto a ROM chip, it cannot be removed and can only be read. 

Unlike main memory (RAM), ROM retains its contents even when the computer is turned off. ROM is referred to as being nonvolatile, whereas RAM is volatile. 

Most personal computers contain a small amount of ROM that stores critical programs such as the program that boots the computer. In addition, ROMs are used extensively in calculators and peripheral devices such as laser printers, whose fonts are often stored in ROMs. 
RAM

Pronounced ramm, acronym for random access memory, a type of computer memory that can be accessed randomly; that is, any byte of memory can be accessed without touching the preceding bytes. RAM is the most common type of memory found in computers and other devices, such as printers. 

There are two basic types of RAM: 

dynamic RAM (DRAM) 

static RAM (SRAM) 

The two types differ in the technology they use to hold data, dynamic RAM being the more common type. Dynamic RAM needs to be refreshed thousands of times per second. Static RAM does not need to be refreshed, which makes it faster; but it is also more expensive than dynamic RAM. Both types of RAM are volatile, meaning that they lose their contents when the power is turned off. 

In common usage, the term RAM is synonymous with main memory, the memory available to programs. For example, a computer with 8M RAM has approximately 8 million bytes of memory that programs can use. In contrast, ROM (read-only memory) refers to special memory used to store programs that boot the computer and perform diagnostics. Most personal computers have a small amount of ROM (a few thousand bytes). In fact, both types of memory (ROM and RAM) allow random access. To be precise, therefore, RAM should be referred to as read/write RAM and ROM as read-only RAM. 

From   http://www.pcwebopedia.com/

[image: image3.jpg]The system unit houses the brain of your
computer, including the memory, power supply,
and central processing unit (CPU). All other
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Components of a Computer

The CD-ROM disks are inserted in your system's 0: drive. They

can store much more information than a floppy disk, but your computer cannot write to them. This is because they are Read​Only Memory (ROM).

The headphones and speakers allow the user to hear the audio portion of a program.

The monitor displays the text and graphics generated by the

computer.

[image: image34.jpg]The keyboard allows you to enter information into your computer. It is similar to typewriter but has some different keys that perform special functions.

The mous~

pointing device that allows you to select and manipulate objects you see on your monitor.

The printer prints text and pictures you create on your

machine. Without a printer, sharing work you have done on your computer has to be done over a network.
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An Introduction to File Structure

Computers use a hierarchical system to organize information.  To understand how this works, think about the system used for organizing files in most offices.

Imagine you work in a large office with a great many clients, each of whom has a file that stores all of the correspondence.  Say you wrote letter to Mr. Browning regarding address verification.  You would put the letter in the file and put the file in the cabinet for clients with names staring with B.  The hierarchical structure for this would be something like Figure 1.

The structure is similar on the computer, except that files are stored on disks instead of in cabinets.  The floppy disk (called "floppy" because inside the plastic casing there is a flexi​ble disk) is called drive A and the hard disk inside the computer is generally drive C.  Most of your files will be stored on a floppy disk.  Therefore, your letter to Mr. Browning would be called "address.doc" in the folder
"Browning" on drive A in Figure 2.

Figure 2
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[image: image10.jpg]Mouse Basics

MOVING THE MOUSE

‘The mouse should be placed on a fla surfa
wrackball facing down and buttons facing up.
The mouse cursor moves when the trackball is
moved across a flat surface. If the ball does
not roll, the mouse cursor does not move,

“Try lifting the mouse off the pad and serting
it down at the other side of the pad. The

mouse cursor position will not change.

CLick
Dress the lef mouse button once. This will
move the text cursor to that location on the

page.

DousLe-CLICK
Rapidly click the lefi mouse button twice
This is ofien done t select a word or open a

program.

CLICK AND DRAG

To drag means to hold down the lefe mouse
button and move the mouse on the pad.
Example: To highlight or select text, click
(single click, lefe button) where you wan to
begin. Drag the cursor to the end of the
desired text. Release the mouse button. The
text is now selected. To sclect one word,

double-click it.

DraG AND Dror
Some items can be moved by clicking the
item, holding down the mouse button, and
dragging the item 10 a new location. Try this

with an icon on the desktop.

RIGHT-CLICK
Click the right mouse button once for

context-sensitive functions.

LEFT BUTTON

ScroLL
WHEEL

REVERSE SIDE
TRACKBALL

RIGHT

/BUTTDN
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ONLINE MOUSE TUTORIALS 

howstuffworks.com/mouse.htm

pbclibrary.org/mousing/                            This is the one we used in class
pbclibrary.org/mousing/games.htm 

solitairenetwork.com
http://www.athenslimestone.lib.al.us/computerpracticesites.htm 



http://www.3street.org/mouse/ 

http://www.seniornet.org/howto/mouseexercises/placemouse1.html
http://www.meddybemps.com/9.691.html 
or play the solitaire games that are probably already on your computer: 

click the  start button [image: image11.png]start I



 in the lower left corner

click all programs

highlight games 
click on Solitaire 

Creating a document

1.  Open Microsoft Word (double click the big blue W)
2. Type your name don’t worry about spelling or punctuation

3. You have just created a document

Saving a document 

1. Move the mouse pointer up to the Menu bar on the word File, click

2. move the mouse down to save as,   click 

3. This Save as dialog box should appear

4. [image: image44.png]
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Notice it says save in My documents
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5. In the file name bar type My first Document

6. Click Save
7. The dialog box will disappear and the name at the top of the document will change to My first document
8. You have just saved your first document – Yeah..

Closing a document – 

To close a document click the red x 
in the upper right hand corner of the screen  [image: image13.png]




(X out of it or x it)

Opening a document
1. Open Microsoft Word
2. Move the mouse pointer up to the file menu;  Click

3. The My documents box should open and you should be able to find my first document

4. double click on the icon to open. 

5. You have just opened a document. 

A SIMPLE MOUSE EXERCISE USING

MICROSOFT PAINT

Using a mouse is one of the most fundamental skills you will need when working on a compurer. Being comfortable using a mouse takes a little practice. Practice is time well

spent because using a computer will become much easier once you can easily manipulate the mouse. Look at the following table To familiarize yourself with the terminology we use when referring ro different Types of mouse clicks.

Summary of Mouse Actions

	MOUSE ACTION
	How TO PERFORM ACTION
	WHEN TO USE ACTION

	Click
	One click of the left mouse button
	· To select an image or icon

· To move items around

· your computer's desktop

· To move the cursor through

· a word processing program

	Double-click
	    Two clicks of the left mouse button
	To execute an action such as opening a program

	Right-click
	One click of the

right mouse button
	To display shortcuts in a

variety of programs

	Click and Drag
	 Click and hold down the

left mouse button and move

the mouse on the pad. Release

the left button.
	 To select a section of text in a

document or frame. Text appears

highlighted after it has been selected.

	Drag and Drop
	Click an item that has been

selected, hold down the left

mouse button, and drag the

item to a new location.
	 When moving sections of text or

graphic images or tables.


The drawing exercise that follows was designed to help you practice mouse basics while creating simple drawings. You will be using the Microsoft: Paint graphics program to create your drawings. This program is available on most computers 

On the next page, you will see a brief explanation of the Microsoft: Paint screen toolbars and commands. Refer to this if you have any questions during your exercise.

\,

Following the Paint explanation are the instructions for creating several drawings: a rectangle, an oval, a happy face, and a text box. Remember that the objective of the exercise is ro become more comfortable using the mouse in a variety of ways. You do not need to do all of the drawings in one sitting. Your drawings do not have to be perfect!

​
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START PAINT

Action:   Click

[image: image14.jpg]
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1. Move the mouse so that the mouse pointer is over the Starr button in the lower left corner of the screen

2. Click the Start Button [image: image16.png]J start.




3. Move the mouse pointer up to ALL Programs.

4. Move the mouse pointer to the right and over the word Accessories.

5. Move the mouse pointer over the word Paint and click.

Startup

..

 Help

___--------------------------------
- 
 Shut Down...


6. This starts the Paint program.  You should see a screen like the illustration on the following page
7. Click the Resize button in the upper right hand corner of the window so that the Paint program fills the whole screen  
[image: image17.png]




The Microsoft  Paint Window. 
, .'..'"

Menu Bar

From drop-down menus accessible here, commands ;allow you to save and manipulate your images and undo mistakes
[image: image18.png]|.—‘I |
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DRAW A RECTANGLE
 Actions: Click; click and drag

1. Move the mouse pointer over the rectangle tool near the bottom of the toolbox.      [image: image19.png]



2. Click the rectangle tool.  (It will appear "pressed in.")  The mouse pointer should appear as a plus with a small circle in the middle.

3. Click in the area where you want the rectangle to be, holding down the left mouse button, and drag the mouse diagonally down and to the right.

4. Release the mouse button.  A rectangle should appear on the white space.



5. Repeat the process, but try to make a square instead of a rectangle , and drag the mouse diagonally up and to the left. 

Draw a Green Oval
Actions:  Click: Click and Drag

1. Move the mouse pointer over the oval (ellipse) tool in the tool box    [image: image20.png]
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2. Click the oval tool so that it appears “pressed in”
3. Move the mouse pointer down to the color box, and click the green square


4. Move the mouse pointer into the white space
5. Click and hold down the left mouse button where you want the lower right section of the oval to be.  Dreag the mouse diagonally up and to the left. 

6. Release the mouse button.  A green oval should appear in the white space. 


7. Repeat the process, but click a different color, and try to make a circle instead of an oval. 

8. Repeat the process, but click a different color and drag down and to the left. 

9. Repeat the process, but drag up and to the right. 

Clear the Screen 

Action:  Click
1. Move the mouse pointer over the word File on the menu bar and click once 

2. Move the mouse over the word New



3. Click.     A message asks if you want to save the changes 

[image: image23.png]



4. Click No.  A fresh “sheet of paper” appears on the screen

Draw a face
Actions:  Click;, Click and Drag

1. Click the spray-paint tool on the toolbox so it appears “pressed in”     [image: image24.png]



2. Click a color square on the color box
3. Move the mouse pointer over the white area.  Click and drag the mouse in a circle to create the head.

4. Move the mouse pointer inside your circle and click where you want an eye. 

5. Move the mouse pointer again and click where you want the other eye. 

6. Do the same for the nose

7. Click and drag below the nose to create a mouth.  

[image: image25.png]For e, dck e Topcs on e e e
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Move the face 

Actions Click; Click and drag; drag and drop

1. Click the select tool  (dotted rectangle) on the tool box so it appears “pressed in’     [image: image26.png]



2. Click a point on the white space surrounding your face above and to the left of the picture. 

3. Hold down the left mouse button and drag down and to the right so that a dotted rectangle is created around the face. 
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4. Release the mouse button.  (If you make a mistake, move the mouse pointer up to the word Edit on the menu bar and click.  Click the word Undo on the drop-down menu.  The rectangle will disappear so you can try again.) 
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5. Once you have selected the face to your satisfaction, move the mouse pointer into the middle of the rectangle .  The pointer will appear as two crossed arrows

6. Click and hold down the left mouse button and drag the image to the right.  

7. Release the mouse button your image has moved!  This is called “drag and drop”

8. Click and hold down the mouse button and drag the image to a different location on the page. 

Erase the face

Actions:  Click; Click and drag

1.  Click the eraser tool on the tool box so it appears “pressed in”   [image: image29.png]



2. Move the mouse pointer, which will appear as a small square, over one of the eyes on your face. 

3. Click and drag, “erasing” the eye. 

4. Release the mouse button 

5. Move the cursor pointer over the other eye, and click and drag to erase it. 

6. Move the pointer over the nose and click and drag to erase it. 

7. Move the pointer over the mouth, and click and drag to erase it. 

8. Move the cursor over the circle that was the head, and click and drag to erase it. 

Make a Text Frame

Actions:  Click; Click and drag; double-click; right click

1. Click the text frame tool on the tool box so that it appears “pressed in”   [image: image30.png]



2. Move the mouse pointer  over the white  area of the screen

3. Click and drag down and to the right to create a text frame.  It will have a dotted line border. 

[image: image31.png]510
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4.  Move the mouse pointer inside the text frame and right click.  A pop-out menu will appear. 

5. Move the mouse down the menu and click Text Toolbar so that there is a check mark appears next to it (if there is a check mark there simply click anywhere in the text frame to eliminate the menu.  The text Toolbar will appear. 

[image: image32.png]



6. The number in the font box of the Text Toolbar  represents the size of  text. Click the downward=point arrow to the right of the number and click a large number (18 or more) from the drop down list. 

7. Click inside the text frame.   The cursor becomes a blinking insertion point

8. Type the words “cat, dog, horse” in the text frame. 

9. Move the mouse cursor over the word cat and double-click.  The world will appear “highlighted” selected in blue

10. Type the word “frog.”  Notice that the selected text is replaced by the newly typed text

11. Repeat this process with the other words so that you may practice double clicking 

[image: image33.jpg]~ _
Prizes! Prizes

1 2 3 4 5

o 7 8 9 10

11 12 13 14 15

16 17 18 19 20

21 929 _ 23 T ot 925
Directions —

Print one thing that you have learned in this class in any order in one of the five boxes to the far
left end of each row.

Print the same five things in any order in the boxes across the top of each column,

Place your index fingers on each of the mates from the far left boxes and the top — bring your
fingers across and down until they meet.

Circle that number.

Repeat for each thing you listed.

Add the five circle numbers to find your prized in the list below.

1. $5,000 Cash - 25. European Vacation 50. Townhouse
2. World Cruise | 26. Lexus 51. Rental Property
3. Computer 27. Free Gasoline for One Year  52. $500 Makeover
4. Fax Machine 28. Classic Movie Videos 53. Date With'a Star!
5. Round Trip Airfare To Any 29. King Size Waterbed 54. $5,000 IRA Account
U.S. City 30. Home lJacuzzi | 55. $500 Savings Bond
6. Entertainment Center 31. Home Swimming Pool 56. South America Trip
7. Porsche | 32. $1,500 Mall Shopping Spree  57. Disneyland Trip
8. Classical CD Collection 33. Portable CD Player 58. Lawn Furniture
9. Private Airplane 34. Laptop Computer 59. Big Screen TV
10. Chauffeur For One Year 35. Sailboat 60. African Photo Safari
11. Limousine '36. $3,000 Wardrobe 61. Screened Deck |
12. Vacation Home 37. Home Intercom System 62. Extra Paid Vacation
13. Lincoln Continental 38. Cellular Phone 63. A Salary Increase
14. Hawaiian Vacation 39. Living Room Furniture 64. Stun Gun
15. Dinner For Two 40. Free Cellular Phone Service  65. Paperclip Keychain
16. $1,500 Gift Certificate 41. Movie Passes 66. Free Long Distance
17. Answering Machine - 42. Home Cleaning Products 67. Far Eastern Trip
18. $2,000 Cash 43. Two Servants for One Year 68. $900 Cash
19. Condominium 44. _Alaskan Cruise 69. Lottery Ticket
20. Aspen Ski Vacation 45. Jamaican Holiday

21. Home Landscaping ($5,000) 46. Patio Furniture
22. Maid Service for One Year 47. Broadway Shows
23. Yacht 48. Super Bowl Trip
24. Beach Front Property 49. One Year’s Salary





Patron Workshop Evaluation Form

	Workshop Title
	
	
	Date
	


	Held at 
	
	 
	Instructor
	


Please rate each question below by circling the desired response- 1 being  the least favorable and 5 being the most favorable. 

	1.
	The material was presented clearly and understandably.             1        2       3       4       5


	2.
	The objectives of the workshop were clearly stated.                     1        2       3       4       5


	3.
	The workshop met the stated objectives.                                       1        2       3       4       5


	4.
	The handouts were helpful and informative.                                  1        2       3       4       5


	5.
	How did you learn about this program?

	
	

	
	
	Newspaper
	
	Flyer
	
	Radio
	
	TV
	
	Friend
	
	Other


	If other, please explain

	 


	Which branch(es) do you normally use
	


Comments or suggestions:

Would you like more information about this and other library programs?  Please give us your name, address, phone number, and e-mail address. 
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Program Icons





Recycle Bin 





Empty Desktop Area
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My Documents





Accessories





Paint





Calculator





Character Map 





Clipboard viewer


Notepad











Resize button





Color Box


Click a square to choose the color of an object (tool)





Tool box


This has all the tools you need to create your drawing 





Blank Page 


This is the area where you will create drawings 





Select a rectangle


Fill Color


Magnification


Paint brush


Text


Curved line


Polygon


Rounded Rectangel











Select a polygon


Erase


Pick-up a color


Pencil draw a  line


Air Brush


Line


Rectangle


Oval 





Oval
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