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Computer Comfort

Learn how computers work and how to use them.
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By the end of this class students will:

understand the basic components of a computer

be able to use a mouse and keyboard to navigate Windows

be able to save and manage documents

know where to look for further help and learning
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What is a computer? o
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An electronic device that uses data to perform tasks.
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Personal Computers Servers Tablets & Smart Phones



Hardware- any piece of the
computer you can touch with
your hands, like the keyboard,
mouse, or internal chips.

Software- a set of
instructions that the
hardware follows to execute
a task. Examples: a web
browser, a video player, or
word processor.
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Monitor / Mouse

Keyboard
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Screen

Keyboard

USB port

Touchpad/Trackpad



Using a Mouse

Scroll Bar

Left click Right click

Computer Mouse
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The mouse controls the
cursor on the computer
screen.
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Cursor



Mouse Practice ANowe
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http://www.pbclibrary.org/mousing/mousercise.htm

https://edu.gcfglobal.org/en/mousetutorial/



http://www.pbclibrary.org/mousing/mousercise.htm
https://edu.gcfglobal.org/en/mousetutorial/

Screen Layout
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E\} View
Sort by
Refresh

Paste
Paste shortcut

Mew

1 Display settings
i Personalize

o
a Feedback Hub

G
h Get Help
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Office ‘

Microsoft Edge P

Explore

Microsoft Store

Type here to search

i




Opening Programs

Move your cursor until the arrow is
hovering over the icon of the
program and do one of the following
actions:

* Double-clickwith the left mouse
button

Single-click with the left mouse
button then press the Enter key
on your keyboard

Single-click with the right mouse
button and choose “Open” from
the dropdown menu
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Media riayers

Open
Open fil ation

¥  Run as administrator

Scan for threats...

Pin to Taskbar
Pin to Start Menu

Restore previous versions

Send to
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Saving Documents

Choose Save As

Choose a location
(e.g., Documents,
Pictures)

Name your file

Click Save

Save As

@ OneDrive
EI:I This PC

o= AddaPlace

Browse

Account

Options
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E| Save As
’ »> ThisPC > Documents
Organize ~ MNew folder
~

Installers A Mame

J’ Music Custom Office Templates
Screencasts Screencast-O-Matic

B videos

EI Microsoft Word
@ OneDrive - Poudn
[ This PC

i Metwork N

v O 2 Search Documents
Ev @
Date modified Type
6/16/2021 12:41 PM File folder
6/15/2021 11:22 AM File folder

File name: | Recipient Name

Save as type: | Word Document

Authors:  staff

[[] Save Thumbnail

~ Hide Folders

Tags: Addatag

Tools - Save Cancel




Storage Options
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Computer Hard Drive Flash Drive

SD CARD

4.
T

External Hard Drive Memory Card
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Cloud Storage



Printing Documents

* Select File - Print
* Choose Black
and White, OR Color
* Choose number
of copies, etc.
* Choose printer
* Click Print

@' ) ~‘(_‘)-vY -
File Home insent Page Layout References Mailings Review View
il Save
Print
B save As I“‘L]
i’ b Copies: 1 %
@ Oped Print
[ Close
Info Printer
! 7 Color Laseriet -
Recent ” Ready
~, Black and White Laser)et Printer

New ﬂ Ready
Print .| Color Laserjet

ﬂ‘ Ready
Save & Send Save as PDF File

o Ray
Hel

P Add Prnter...
3 Options Print to Fide
: 1 11}.,1 Collated %

£3 Edit w53 123 123

j Portrait Orientation
Letter
85"x11

Normal Margins
s Left: 1 Right: 1°

/J 1 Page Per Sheet

A e

-

Page Setup
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1. Connect to Wifi 2. Open web browser

e Select Wireless icon (A * Double-clickon browser icon
* Choose Network e G @ *

* Private network: Enter password * Enter web address or search

Public network: Click "Continue"
For more information, come to

or "Agree" the library course Internet Basics.
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The Library - Librarians, books, databases, computer classes
Poudrelibraries.org- Access to online tutorials and databases

NorthStar Digital — Courses and assessments for digital literacy. Earn
certificates and badges for new skills.

GCFLearnFree.org - Free, high quality,innovative onlinelearning for
technology inludingtyping and mouse tutorials

TechBoomers - Online articles and courses for learning how to use
technology and apps

LearnMyWay.com - Step-by-step courses for building computer skills

LinkedIn Learning — Video courses includingmany different computer
programs and career skills

DigitalLearn.org - Free onlinetechnology courses includingintroductory
course for Mac computers
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Computer/Technology Class Evaluation 2021

Thank you for taking a Computer/Technology class from
Poudre River Public Library District.

Please help us by answering this 7 question survey.

* 1. Name of today's class:

* 2. How did you hear about today's class?

A
v

* https://www.surveymonkey.com/r/2
021PRPLD



https://www.surveymonkey.com/r/2021PRPLD
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