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Using The Computer

[image: image1.wmf]To switch the computer on press the On – Off Switch.  You will have to wait a little while until the computer warms up. This is called “booting up”.
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When the computer has warmed up you will see a screen with small pictures on it.  This is called the desktop. The small pictures on it are called icons.  You will see they have labels such as My Computer, Recycle Bin and so on.

The Mouse 
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  This is the mouse. It sits alongside the computer and is used to control the cursor which is a small arrow that moves around the computer screen. The cursor looks like this. 

[image: image5.wmf]If you move the mouse the cursor moves around. To make the computer do something, you move the mouse and point the cursor where you want it, then click twice on the left mouse button.                     [image: image2.png]



This is called “double clicking”. If you accidentally click on the right mouse button you will see a list appear that you may not want. Just move the cursor (with the mouse) to a blank area of the screen and then click on the left mouse button to get rid of it.

Word Processing (Typing)

Typing on the computer is called word processing. To start word processing move the cursor with the mouse to the bottom left corner of the screen and click on the Start button. A list pops up. This list is called a pop up menu. 

When you move the cursor up the list you will see a blue bar where the cursor is pointing. This is called highlighting. Move up the list to Microsoft Office Word – a blue W - and click on it. The next screen that appears –like a blank sheet of paper- will be where you start typing.

Type the paragraph written in the box below. At the end of each line carry on typing until you automatically move down to the next line. It does not matter if your words are on different lines to the words below.

You can make many alterations to your typing (formatting text). To alter the text you have just typed you will need to highlight the text. 
· Move the cursor to the start of your typing and hold the left mouse button down. Keep it held down and drag it across the words you have typed. Now the background is black and the text is white. The text is highlighted.
· Change the writing style by clicking on the word Format in the Menu Bar. Then click on the word Font. On the screen that appears you will see a list of fonts. A font is a style of lettering. 
· Move the blue bar down to see the different font styles in the preview pane. Under Size you can change the size of your text.  Change font and size. 
· Click on OK. Then click on the down arrow next to the A in the toolbar. On the screen that appears click on a coloured square. This lets you change the colour of your text. 

· Running a Spell Check by clicking on the tick with an ABC. Word underlines what it thinks are spelling mistakes in red, and what it thinks are grammatical errors in green. It isn’t always right!
Things To Remember When Typing

1.  To type in CAPITAL LETTERS press the key on the keyboard marked Caps Lock. This is on the left of the keyboard, next to the letter A.

2. To type just one capital letter press the Shift key, the key with an arrow like this.        Hold it down whilst pressing the letter you want.

3. If you make a mistake press the Backspace key. The letter you have just typed will disappear. 
4. Every time you type to the end of a line the computer moves to a new one by itself. If you want to move to a new line press the big key that looks like an upside down L. This is the Enter key.  The arrow on it is like this:-


You can choose to type words in lots of different sizes and shapes. The different styles of writing are called Fonts.  This font is called Arial and the size is 14.  Some of the fonts can be harder to read than others.  

5. To make the words stand out like this move the cursor, using the mouse, to the big letter B that you see above the page you are typing on. B is for bold.  
6. To make the words slant like this click on the letter I. I is for Italic. 
7. To draw a line under the words click on the letter U. U is for Underline.
8.  Click on the scroll bar (at the right of the screen) to move up and down.
Saving Your Work
It can be very annoying to work hard on a document, only to lose it. Let’s save your word processed paragraph.


In the toolbar at the top of the screen you will see a small icon similar to that above.

 You need to click on this icon to save your work. On the screen that pops up you will see the words Save In – My Documents – and a list of folders.

You will see words highlighted alongside File name. Type in your name and click Save.

 You will see the words in the top left hand corner of the screen have changed to (Your Name) - Microsoft Word. Until you give it a name and save it the computer will recognise each separate document you type by calling it Document1, Document2 and so on. 

Printing it out.

Click on the word File at the top of the screen. In the list of choices that appears choose Print. On the Print screen that then appears, click OK. If the printer is properly connected your document will print.
CONGRATULATIONS!  YOU’VE DONE IT!
Glossary (what it all means!)
Booting up - Switching on the computer.

Clicking – Pressing the left side mouse button

Cursor – The “arrow” pointer that you move around the screen with the mouse

Desktop – The first screen that you see when Windows is open. Has icons on it such as My Computer, Recycle Bin, My Documents, and Internet Explorer. At the bottom of the desktop is a toolbar with the Start button. Clicking on a desktop icon is a quick way of accessing a program or opening a document. 

Document – Any separate new file created in Microsoft Word is a document.
Double clicking – Pressing the left mouse button twice.
File - Windows stores information in files on the computers hard drive. A document saved on the computers hard drive is a Word file. There are many different types of files. 

Floppy disk - A portable disk for storing information of up to 1.4 megabytes. 

Folders – A container for files in the computers memory. An accessible way of retrieving information stored on the computer.

Font- The styles of lettering that text can appear in.
Formatting text – Changing the way words you type appear on screen.

Hard drive - The computers “brain” where it stores information on how it works and any other data that has been placed there, such as files.
Highlighting - Holding the left mouse button down and dragging it across text highlights it. Highlighted text can then be edited.

Icons - The pictures associated with different programs or commands. You click on an icon to access it.

Maximise - click on this button in the top right hand corner to get the window you are working on to fill the screen.
Memory stick – A small portable storage device that is used to save information. Useful for taking information from one computer to the other.
Menu – The way Windows organises lists of choices for you to choose the command you would like the computer to perform. 

Menu Bar - The list of choices beginning File, Edit, View etc at the top pf the screen. Clicking on one of these words brings down a pull down menu.

Minimise – The screen you are working on shrinks to a button on the taskbar.
Monitor – The computer’s screen.

Mouse – Moves the cursor around the screen, and has a left and right button. The left button is used for clicking on menus and for performing most actions.  

My Documents – The main folder where Windows can store files you create.

Online – Connected to the Internet.
Pop up menu – The list that appears when you click on the Start button. 

Save – The command used to save your information. 

Start button – Click here to find the list of programs stored on the computer. You also click on the Start button to choose the Switch Off option and turn the computer off. 

Taskbar - The bar at the bottom of the desktop with the clock and Start button.
Title bar - The blue bar at the top of the screen. Has the Minimise, Maximise and Close buttons in the top right corner that control screen size.

Toolbar – A bar with icons on it for performing different functions.
Tool tip - A useful little label that appears when you point to a toolbar icon that tells you what it does.

Windows – The software used to run programs and perform functions on the computer. 

Word - The word processing (typing) programme Windows uses. 
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The desktop of a computer – ready for you to access what you want to do.





These days, computers are much more powerful than they used to be.  You can store a lot of information on the hard drive – the permanent memory – of a computer.  If you want to take information from one computer to another you now usually use a memory stick. Older computers may still use floppy disks to do this. Memory is measured in kilobytes, megabytes and gigabytes. 
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