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If you're new to computers or just want to update your skills, you've come to the
right place.
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Lesson 1: Getting Started with Your First Computer

Getting started with your first
computer

A computer is more than just another household appliance. The vast amount of
information and possibilities can be overwhelming. But you can accomplish a lot with
a computer, and using one can be a good experience. Let's walk through getting
started with your first computer.

Turning on a computer for the first time can be different from one computer to the
next. Your experience could be different from this lesson. It's OK to ask someone for
help.

If you're using a desktop computer, you'll need to make sure that the keyboard,
mouse, and monitor are plugged into the computer case before you continue.

Turning on a computer

The very first step is to turn on the computer. To do this, locate and press
the power button. It's in a different place on every computer, but it will have the
universal power button symbol (shown below).

Once turned on, your computer takes time before it's ready to use. You may see a few
different displays flash on the screen. This process is called booting up, and it can take
anywhere from 15 seconds to several minutes.

Once the computer has booted up, it may be ready to use, or it may require you to log
in. This means identifying yourself by typing your user name or selecting your profile,



then typing your password. If you've never logged in to your computer before, you
may need to create an account.
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The keyboard and mouse

You interact with a computer mainly by using the keyboard and mouse, or

a trackpad on laptops. Learning to use these devices is essential to learning to use a
computer. Most people find it comfortable to place the keyboard on the desk directly
in front of them and the mouse to one side of the keyboard.

The mouse controls the pointer on the screen. Whenever you move the mouse across
the desk, the pointer will move in a similar manner. A mouse usually has two buttons,
which are referred to as the left button and the right button. You will often interact
with the computer by moving the mouse pointer over something on the computer
screen, then clicking one of the buttons.
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On laptops, you can use the trackpad, located below the keyboard, instead of a mouse.
Simply drag your finger across the trackpad to move the pointer on the screen. Some
trackpads do not have buttons, so you'll either press or tap the trackpad to click.

The keyboard allows you to type letters, numbers, and words into the computer.
Whenever you see a flashing vertical line—called the cursor—you can start typing.
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Note that the mouse pointer is also called a cursor, but it is shaped differently.
The keyboard cursor is also called the insertion point.



Using a computer

The main screen you'll start from is the desktop. This is sort of like a main menu or a
table of contents. From here, you can access the programs and features you need to
use your computer.

Icons are used to represent the different files, applications, and commands on your
computer. An icon is a small image that's intended to give you an idea at a glance of
what it represents, like a logo. Double-clicking an icon on the desktop will open that
application or file.
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A button is a command that performs a specific function within an application. The
most commonly used commands in a program will be represented by buttons.
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Menus are organized collections of commands and shortcuts. Click a menu to open it
and display the commands and shortcuts within. Then click an item in the menu to
execute it.
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When you open an application or folder, it is displayed in its own window.
A window is a contained area—Ilike a picture within a picture—with its own menus

and buttons specific to that program. You can rearrange multiple windows on the
desktop and switch between them.
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What's next?

OK, so these are just the basics of using a computer. In the next lesson, we'll talk about
how to use your computer's specific operating system.

Lesson 2: Getting to Know the OS

Getting to know your computer's
OS



Now that you know the absolute basics of using a computer, it's time to learn more
about your computer's operating system. We'll be talking about the two most
common operating systems in this lesson: Microsoft Windows and macOS.

Getting to know the interface

Both PCs and Macs use a graphical user interface (GUI), and they each have their
own look and feel.
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All about your computer's file
system

No matter which operating system you use, your computer uses folders to organize all
of the different files and applications it contains. Folder icons on your computer are
designed to look like file folders full of documents or pictures.



Recipes Photos

Each operating system has its own file system, which helps you find your folders and
files. If you have a Windows PC, you'll use the File Explorer (also known as Windows
Explorer). If you have a Mac, you'll use Finder. Here, we'll talk about the basic
functions that are common to all computer file systems.

Opening your computer's file system

Whether you're using a PC or a Mag, the file system icon will be on the toolbar. On a
PC, the File Explorer icon looks like a folder, as in the image below.
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On a Mac, the Finder icon looks like a face on the Dock, as in the image below.
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In both operating systems, you can also open the file system by clicking a folder from
your desktop.

Basic navigation

Whether you're using File Explorer or Finder, basic navigation will work the same
way. If you see the file you want, you can double-click it with your mouse. Otherwise,
you can use the Navigation pane on the left side of the window to select a different
location.
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Deleting files

macOS and Windows use a Trash can—or Recycle Bin—to prevent you from
accidentally deleting files. When you delete a file, it is moved to the Trash can. If you
change your mind, you can move the file back to its original location.

= \ Recipes

Home Share View

v P » This PC » Documents > Recipes

a Name

A Quick access s
@ Aunt Cathy's Carrot Cake

Wj Chocolate Cheesecake

&L} Classic Fruitcake

@ Easy Cake Pops

@ German Chocolate Cake

- [ Jeremy's Low-Fat Cheesecake
' Documents {39 Nana's Pound Cake

¥ Downloads @9 Triple Chocolate Cake

b Music @5 Upside Down Pineapple Cake

@ OneDrive

= This PC
2B 3D Objects
B Desktop

&= Pictures v <

9 items 1 item selected 11.4 KB

£ Search Recipes
Date modified

12/28/2020 3:08 PM
12/28/2020 3:09 PM
12/28/2020 3:09 PM
12/28/2020 3:10 PM
12/28/2020 3:10 PM
12/28/2020 3:10 PM
12/28/2020 3:11 PM
12/28/2020 3:11 PM
12/28/2020 3:12 PM

If you want to permanently delete the file, you will need to empty the Trash or
Recycle Bin. To do this, right-click the icon and select Empty.
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Opening files and applications

Each application on your computer has a group of file types—or formats—it is able
to open. When you double-click a file, your computer will automatically use the
correct application to open it. In our example, we're opening a Microsoft Word
document (Cover Letter), which will open in Microsoft Word.
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However, there may be times you may want to open an application directly, instead of

just opening a file.

To open an application in Windows, click the Start button, then
select the desired application. If you don't see the one you want, you
can click All Programs/All Apps to see a full list, scroll through the
application list in Windows 10, or simply type the name of the
application on your keyboard to search for it. In the example below,
we're opening Microsoft Edge from the tiles.
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. To open an application on a Mac, click the application's icon on
the Dock. If you don't see the one you want, click the Spotlight icon
in the top-right corner of the screen, then type the name of the
application on your keyboard to search for it. In the example below,
we're opening Safari.

Adjusting your computer's
settings

When you start using a new computer, you may want to begin by adjusting the
computer's settings. Adjusting your settings can range from simple tasks such as
changing your desktop background to more advanced tasks like adjusting
your security or keyboard settings.
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« In Windows 10, click the Start button, then select Settings.
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On a Mac, click the Apple icon, then select System Preferences.
.' Finder File Edit View Go Window Help

About This Mac

: System Preferences... [} 1 update

: App Store... 7 updates
Recent Iltems > |
Force Quit...

1
Sleep 1
Restart... i
Shut Down... ‘

Lock Screen ‘
Log Out Erin McNally... ‘

Shutting down your computer

When you're done using your computer, it's important to shut it down properly.

To shut down Windows, click the Start button, then select Shut
down from the menu (in some versions, this may say Turn Off
Computer or look like the power symbol).

D Documents

Q Sleep

(I) Shut down

O Restart

O  Power M

£ Type here to search

To shut down a Mac, click the Apple icon, then select Shut Down.
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Lesson 3: Connecting to the Internet

How do I connect to the Internet?

Once you've set up your computer, you may want to purchase home Internet
access so you can send and receive email, browse the Web, stream videos, and more.
You may even want to set up a home wireless network, commonly known as Wi-Fj,
so you can connect multiple devices to the Internet at the same time.

Lesson 4: Getting Started with the Internet

Getting started with the Internet

The Internet is a global network of billions of computers and other electronic devices.
With the Internet, it's possible to access almost any information, communicate with
anyone else in the world, and much more. You can do all of this on your computer.
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Connecting to the Internet

A device has to be connected to the Internet before you can access it. If you plan to use
the Internet at home, you'll usually need to purchase an Internet connection from

an Internet service provider, which will likely be a phone company, cable company,
or the government. Other devices usually connect through Wi-Fi or cellular

Internet connections. Sometimes libraries, cafes, and schools offer free Wi-Fi for their
patrons, customers, and students.

Browsing the web

Most information on the Internet is on websites. Once you are connected to the
Internet, you can access websites using a kind of application called a web browser.

A website is a collection of related text, images, and other resources. Websites can
resemble other forms of media—like newspaper articles or television programs—or
they can be interactive in a way that's unique to computers. The purpose of a website
can be almost anything: a news platform, an advertisement, an online library, a forum
for sharing images, or an educational site like us!
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A web browser allows you to connect to and view websites. The web browser itself is
not the Internet, but it displays pages on the Internet. Each website has a unique
address. By typing this address into your web browser, you can connect to that
website and your web browser will display it.

Navigating websites

Websites often have links to other sites, also called hyperlinks. These are often parts
of the text on the website. They are usually colored blue, and sometimes they are
underlined or bold. If you click the text, your browser will load a different page. Web
authors use hyperlinks to connect relevant pages. This web of links is one of the most
unique features of the Internet, lending to the old name World Wide Web.

Each website has a unique address, called a URL. You'll notice that when you click a
link, the URL changes as your browser loads a new page. If you type a URL in the
address bar in your browser, your browser will load the page associated with that
URL. It's like a street address, telling your browser where to go on the Internet.

cheeseworl 1d B] google google

y www.google.com
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When you're looking for specific information on the Internet, a search engine can
help. A search engine is a specialized website that's designed to help you find other
websites. If you type keywords or a phrase into a search engine, it will display a list of
websites relevant to your search terms.

Other things you can do on the Internet

One of the best features of the Internet is the ability to communicate almost instantly
with anyone in the world. Email is one of the oldest and most universal ways to
communicate and share information on the Internet, and billions of people use

it. Social media allows people to connect in a variety of ways and build communities
online.
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There are many other things you can do on the Internet too. There are thousands of
ways to keep up with news or shop for anything online. You can pay your

bills, manage your bank accounts, meet new people, watch TV, or learn new skills.
You can learn or do almost anything online.

Lesson 5: Understanding the Cloud

What is the cloud?

You may have heard people using terms like the cloud, cloud computing, or cloud
storage. But what exactly is the cloud?
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Simply put, the cloud is the Internet—more specifically, it's all of the things you
can access remotely over the Internet. When something is in the cloud, it means it's
stored on Internet servers instead of your computer's hard drive.

Why use the cloud?

Some of the main reasons to use the cloud are convenience and reliability. For
example, if you've ever used a web-based email service, such as Gmail or Yahoo!
Mail, you've already used the cloud. All of the emails in a web-based service are stored
on servers rather than on your computer's hard drive. This means you can access your
email from any computer with an Internet connection. It also means you'll be able to
recover your emails if something happens to your computer.
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Chromebook Create things you love with Chromebook - Ma Jan 22
B New meeling
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Let's look at some of the most common reasons to use the cloud.

« File storage: You can store all types of information in the cloud,
including files and email. This means you can access these things
from any computer or mobile device with an Internet connection,
not just your home computer. Dropbox and Google Drive are some
of the most popular cloud-based storage services.
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File sharing: The cloud makes it easy to share files with several
people at the same time. For example, you could upload several
photos to a cloud-based photo service like Flickr or iCloud Photos,
then quickly share them with friends and family.

MY PHOTOS

Backing up data: You can also use the cloud to protect your files.
There are apps such as Carbonite that automatically back up your
data to the cloud. This way, if your computer ever is lost, stolen, or
damaged, you'll still be able to recover these files from the cloud.
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What is a web app?

Previously, we talked about how desktop applications allow you to perform tasks on
your computer. But there are also web applications—or web apps—that run in the
cloud and do not need to be installed on your computer. Many of the most popular
sites on the Internet are actually web apps. You may have even used a web app
without realizing it! Let's take a look at some popular web apps.

Facebook: Facebook lets you create an online profile and interact
with your friends. Profiles and conversations can be updated at any
time, so Facebook uses web app technologies to keep the
information up to date.
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Pixlr: Pixlr is an image editing application that runs in your web
browser. Much like Adobe Photoshop, it includes many advanced
features, like color correction and sharpening tools.
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Welcome to Pixlr the Online Photo Editor that lets you edit photos and create
great designs right in your browser for Free. Experience next level, intuitive
photo editing and graphical design with Al-powered tools for quick yet
professional edits. Our editor opens almost any image format such as PSD

(Photoshop), PXD, JPEG, PNG (transparent), WebP, SYG and more, Start from
an empty canvas or select one of our professienally crafted templates.

Google Docs: Google Docs is an office suite that runs in your
browser. Much like Microsoft Office, you can use it to

create documents, spreadsheets, presentations, and more. And
because the files are stored in the cloud, it's easy to share them
with others.
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Hello all,

| hope each of you have had a wonderful summer. As you know, students will return for the
2019-2020 schaol year on August 19th. This means that our official planning week will be
Monday, August 12th through Friday, August 16th. As usual, attendance this week is
required. We'll be going over safety procedures, new testing policies, staff changes, and more.
Below is the tentative schedule. Please review this doc again before Monday. Right now we're
ironing out some specifics, but | will update and add more details as soon as | have them

Also, note that the RTI specialist and guidance counselor have arranged a meeting with each
teacher to go over your class rosters and discuss any special accommadations. You should
receive an email with your exact meeting time.

Feel free to email or call me about anything. As it has been the past month, the school building
will be open to teachers and staff Monday-Friday from 8-6. I'll be in my office most days, so

don't hesitate to come by.

Looking forward to a great year!
Lisa Paik >
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Lesson 6: Keeping Your Computer Clean

Keeping your computer physically
clean

Dust isn't just unattractive—it can potentially damage or even destroy parts of your
computer. Cleaning your computer regularly will help you keep it working
properly and avoid expensive repairs.

Cleaning the keyboard

Dust, food, liquid, and other particles can get stuck underneath the keys on your
keyboard, which can prevent it from working properly. The basic cleaning tips below
can help keep your keyboard clean.

1. Unplug the keyboard from the USB or PS/2 port. If the keyboard is
plugged into the PS/2 port, you will need to shut down the computer
before unplugging it.

2. Turn the keyboard upside down and gently shake it to remove dirt
and dust.

3. Use a can of compressed air to clean between the keys.

4

4. Moisten a cotton cloth or paper towel with rubbing alcohol and
use it to clean the tops of the keys. Do not pour alcohol or any other

liquid directly onto the keys.
23
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5. Reconnect the keyboard to the computer once it is dry. If you are
connecting it to a PS/2 port, you will need to connect
it before turning on the computer.

Dealing with liquids

If you spill liquid on the keyboard, quickly shut down the computer and disconnect
the keyboard. Then turn the keyboard upside down and allow the liquid to drain.

If the liquid is sticky, you will need to hold the keyboard on its side under running
water to rinse away the sticky liquid. Then turn the keyboard upside down to drain
for two days before reconnecting it. Please note that the keyboard may not be fixable
at this point, but the method above is probably the best option.

To prevent this situation altogether, we recommend keeping drinks away from the
computer area.

Cleaning the mouse

There are two main mouse types: optical and mechanical. Each is cleaned in basically
the same way, although the mechanical mouse requires a bit more work.

« Optical mice require no internal cleaning because they do not
contain any rotating parts; however, they can get sticky over time as
dust collects near the light emitter. This can cause erratic cursor
movement or prevent the mouse from working properly.
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Mechanical mice are especially susceptible

to dust and particles that can accumulate inside the mouse, which
can make it difficult to track—or move—properly. If the mouse
pointer does not move smoothly, the mouse may need to be cleaned.

The basic cleaning tips below will help keep your mouse clean:

1. Unplug the mouse from the USB or PS/2 port. If the mouse is

plugged into the PS/2 port, you will need to shut down the computer
before unplugging it.

. Moisten a cotton cloth with rubbing alcohol, and use it to clean the

top and bottom of the mouse.

. If you have a mechanical mouse, remove the tracking ball by

turning the ball-cover ring counter-clockwise. Then clean the
tracking ball and the inside of the mouse with a cotton
cloth moistened with rubbing alcohol.

4. Allow all of the parts to dry before reassembling and reconnecting

the mouse. If you are connecting it to a PS/2 port, you will need to
connect it before turning on the computer.

25



If you just want to give the mouse a quick cleaning, place it on a clean sheet of
paper and move the mouse back and forth. Some of the dust and particles should
rub off onto the paper.

Cleaning the monitor

Dirt, fingerprints, and dust can make your computer screen difficult to read; however,
it's easy to clean your screen when needed. There are monitor-cleaning kits you can
buy, but they may damage your monitor if they're designed for a different type of
monitor. For example, a monitor cleaner that is designed for glass screens may not
work with some non-glass LCD screens. The safest method is simply to use a soft
clean cloth moistened with water.

Do not use glass cleaner to clean a monitor. Many screens have anti-glare coatings that
can be damaged by glass cleaner.

1. Turn off the computer.

2. Unplug the monitor from the power. If you are using a laptop,
unplug the laptop.

3. Use a soft clean cloth moistened with water to wipe the screen
clean.

Do not spray any liquids directly onto the screen. The liquid could leak into the
monitor and damage the internal components.
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Tips for cleaning other computer
surfaces

From time to time, you should clean your computer case and the sides and back of the
monitor to avoid a buildup of dust and dirt. Here are a few tips you can use when
cleaning these surfaces.

Dust is your computer's main enemy. Use an anti-static cloth to
lightly dust your computer casing. Do not use furniture cleaners or
strong solvents.

Use a can of compressed air to blow out debris from the air intake
slots.

Ammonia diluted with water—or glass cleaner comprised mostly
of ammonia and water—is a safe cleaning solution for computer
surfaces. The milder the solution, the better.

Clean the monitor housing and case (but not the monitor screen)
by spraying a safe cleaning solution onto a paper towel or anti-static
cloth and wiping in a downward motion.
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Keep it cool

Don't restrict airflow around your computer. A computer can generate a lot of heat,
so the casing has fans that keep it from overheating. Avoid stacking papers, books, and
other items around your computer.

TR RN
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Many computer desks have an enclosed compartment for the computer case. If you
have this type of desk, you may want to position the case so it is not against the back
side of the desk. If the compartment has a door, you may want to leave it open to
improve airflow.
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Lesson 7: Protecting Your Computer

Protecting your computer

Your computer faces many potential threats, including viruses, malware, and hard
drive failure. This is why it's important to do everything you can to protect your
computer and your files.

Watch the video below to learn how to protect your computer from viruses, as well as
how to back up your files.

Safeguarding against malware

Malware is any type of software that is designed to damage your computer or

gain unauthorized access to your personal information. It

includes viruses, worms, Trojan horses, and spyware. Most malware is distributed
over the Internet and is often bundled with other software.

The best way to guard against malware is to install antivirus software, such
as Bitdefender, Norton, or Kaspersky. Antivirus software helps to prevent malware
from being installed, and it can also remove malware from your computer.

Antivirus
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It's also important to stay smart when you're browsing the Web or using email. If a
website or email attachment looks suspicious, trust your instincts. Keep in mind that
your antivirus program may not catch everything, so it's best to avoid downloading
anything that might contain malware.

29



Backing up your computer

Imagine what would happen if your computer suddenly stopped working. Would you
lose any important documents, photos, or other files? It may be possible to repair your
computer, but your files may be lost forever. Luckily, you can prevent this by

creating backup copies of all of your files (or just the important ones) on an external
hard drive or an online backup service.

External hard drives

e

You can purchase an external hard drive and copy the contents of your computer to
it. The initial backup could take several hours, so you will need to select a period of
time when you do not need access to your computer. Running the backup overnight
usually works best. Follow-up backups should be conducted on a regular basis, but
they should not take as long.

One drawback is that an external hard drive can be lost, damaged, or stolen—just as
your computer might be. This is why it's important to keep your drive in a secure
location when notin use.

Online backup services

2]
<4 O (online backup service B
= Online Cloud Backup

Basic Business
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You can also back up your files to an online backup service like Mozy, Carbonite,

or Box. These services will back up your your files in the cloud, which means you'll be
able to recover them from any computer with an Internet connection. The amount of
storage provided by these sites varies, and you will probably need to pay a fee for
adequate storage space.

One drawback to online backup services is that the initial backup can be slow and
may even take days to upload if you have a lot of files. However, subsequent backups
should not take as long.

Other maintenance techniques

To keep your computer running smoothly, it's important to keep files and

folders uncluttered. Cluttered or unorganized folders make it more difficult to find
the files you need. Additionally, unwanted files can eventually fill up your hard drive,
which will make your computer slower and more difficult to use. Here are a few things
you can do to delete unwanted files and improve your computer's performance.

« Delete files: If you have any unwanted files, you can delete them
manually. To do this, drag them to the Recycle Bin or Trash, then
empty it to permanently delete the files.

« Run the Disk Defragmenter: Windows includes a Disk
Defragmenter program in the Control Panel. If your computer is
running slowly, running Disk Defragmenter can help to speed it up.

Optimize Drives —_ 0O x

Status

22 %

Change settings

close

Schedule

« Run a Disk Cleanup: Windows also includes a Disk
Cleanup program in the Control Panel. It scans your computer
for temporary files and other files that can be deleted. You can then
delete the files to free up space on your hard drive.
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Disk Cleanup

Lesson 8: Creating a Safe Workspace

Creating a safe workspace

In addition to keeping your computer healthy, it's important to think about your own
health. Using a computer involves a lot of repetitive motions such as typing and using
the mouse. Over time, these motions can begin to negatively impact your body,
especially your wrists, neck, and back. Staring at a monitor for long periods of time
can also cause eye strain. To minimize these risks, you should take a few moments to
make sure your workspace is arranged in a comfortable and healthy way.

Avoiding strain and injury

Computer ergonomics is the science of equipment design and how specific
equipment usage and placement can reduce a user's discomfort and increase
productivity. Some equipment is designed with special attention to ergonomics,
like ergonomic keyboards and ergonomic chairs.
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Here are a few tips to help you avoid injury in your workspace.

Adjust your chair: Make sure your chair is adjusted to allow you to

sit in a natural, comfortable position. Many office chairs are specially
designed to support the lower back and promote good posture.

Office
Chair
Manual
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« Keep the keyboard at a comfortable height: Try to place the
keyboard in a position that allows you to keep your wrists straight

and relaxed to avoid wrist strain. Many desks have a keyboard tray
that can keep the keyboard at a better height. You can also buy

an ergonomic keyboard that is designed to minimize wrist strain.
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« Keep the mouse close to the keyboard: If possible, place the
mouse right next to the keyboard. If the mouse is too far away, it
may be uncomfortable or awkward to reach for it.

. Place the monitor at a comfortable distance: The ideal position
for a monitor is 20 to 40 inches away from your eyes. It should also
be at eye level or slightly lower.

« Avoid clutter: The computer area can quickly
become cluttered with paper, computer accessories, and other
items. By keeping this area as uncluttered as possible, you can
improve your productivity and prevent strain and injury.

Lesson 9: Basic Troubleshooting
Techniques

Troubleshooting

Do you know what to do if your screen goes blank? What if you can't seem to close an
application, or can't hear any sound from your speakers? Whenever you have a
problem with your computer, don't panic! There are many basic troubleshooting
techniques you can use to fix issues like this. In this lesson, we'll show you some
simple things to try when troubleshooting, as well as how to solve common problems
you may encounter.
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General tips to keep in mind

There are many different things that could cause a problem with your computer. No

matter what's causing the issue, troubleshooting will always be a process of trial and

error—in some cases, you may need to use several different approaches before you
can find a solution; other problems may be easy to fix. We recommend starting by

using the following tips.

Write down your steps: Once you start troubleshooting, you may
want to write down each step you take. This way, you'll be able to
remember exactly what you've done and can avoid repeating the
same mistakes. If you end up asking other people for help, it will be
much easier if they know exactly what you've tried already.

Take notes about error messages: If your computer gives you

an error message, be sure to write down as much information as
possible. You may be able to use this information later to find out if
other people are having the same error.

Always check the cables: If you're having trouble with a specific
piece of computer hardware, such as your monitor or keyboard, an
easy first step is to check all related cables to make sure they're
properly connected.

Restart the computer: When all else fails, restarting the
computer is a good thing to try. This can solve a lot of basic issues
you may experience with your computer.
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Simple solutions to common
problems

Most of the time, problems can be fixed using simple troubleshooting techniques,
like closing and reopening the program. It's important to try these simple solutions

before resorting to more extreme measures. If the problem still isn't fixed, you can try

other troubleshooting techniques.

Problem: Power button will not start computer

« Solution 1: If your computer does not start, begin by checking the
power cord to confirm that it is plugged securely into the back of the
computer case and the power outlet.

« Solution 2: If it is plugged into an outlet, make sure it is a working
outlet. To check your outlet, you can plug in another electrical
device, such as a lamp.

« Solution 3: If the computer is plugged in to a surge protector,
verify that it is turned on. You may have to reset the surge protector
by turning it off and then back on. You can also plug a lamp or other
device into the surge protector to verify that it's working correctly.

« Solution 4: If you are using a laptop, the battery may not be
charged. Plug the AC adapter into the wall, then try to turn on the
laptop. If it still doesn't start up, you may need to wait a few minutes
and try again.

Problem: An application is running slowly

« Solution 1: Close and reopen the application.

« Solution 2: Update the application. To do this, click the Help menu
and look for an option to check for Updates. If you don't find this
option, another idea is to run an online search for application
updates.
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Problem: An application is frozen

Sometimes an application may become stuck, or frozen. When this happens, you won't
be able to close the window or click any buttons within the application.

Solution 1: Force quit the application. On a PC, you can press (and
hold) Ctrl+Alt+Delete (the Control, Alt, and Delete keys) on your
keyboard to open the Task Manager. On a Mac, press and

hold Command+Option+Esc. You can then select the unresponsive
application and click End task (or Force Quit on a Mac) to close it.

Solution 2: Restart the computer. If you are unable to force quit an
application, restarting your computer will close all open apps.

Problem: All programs on the computer run slowly

Solution 1: Run a virus scanner. You may have malware running
in the background that is slowing things down.

Antivirus =B
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Solution 2: Your computer may be running out of hard drive space.
Try deleting any files or programs you don't need.

Solution 3: If you're using a PC, you can run Disk Defragmenter.
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Problem: The computer is frozen

Sometimes your computer may become completely unresponsive, or frozen. When
this happens, you won't be able to click anywhere on the screen, open or close
applications, or access shut-down options.

Solution 1 (Windows only): Restart Windows Explorer. To do this,
press and hold Ctrl+Alt+Delete on your keyboard to open the Task
Manager. Next, locate and select Windows Explorer from

the Processes tab and click Restart. You may need to click More
Details at the bottom of the window to see the Processes tab.

i Task Manager - ] x
File Options View
Processes Performance App history Startup Users Details Services

~

1% 66% 0% 0%
Name Status CPU Memory Disk Network P
Service Host: Network Service (4) 0% 6.0 MB 0 MB/s 0.1 Mbps A

Service Host: Remote Procedure... 0% 6.2 MB 0 MB/s 0 Mbps

Service Host: Unistack Service G... 0% 6.2 MB 0 MB/s 0 Mbps

Service Host: UtcSve 0% 5.5 MB 0 MB/s 0 Mbps

Service Host: Windows Biometric 0% 0.6 MB 0 MB/s 0 Mbps

B Services and Controller app 0% 2.3 MB 0 MB/s 0 Mbps

B Shell Infrastructure Host 0% 4.0 MB 0 MB/s 0 Mbps

B System 0% 0.1 MB 0 MB/s 0 Mbps

B'| System interrupts 0% 0 MB 0 MB/s 0 Mbps

= Windows Explorer 0% 25.9 MB 0 MB/s 0 Mbps

B Windows Logon Application 0% 0.7 MB 0 MB/s 0 Mbps

B Windows Session Manager 0% 0.1 MB 0 MB/s 0 Mbps

W Windows Start-Up Application 0% 0.1 MB 0 MB/s 0 Mbps
wsappx (2) 0% 2.9 MB 0 MB/s 0 Mbps

< >

Fewer details Restart %

Solution 2 (Mac only): Restart Finder. To do this, press and

hold Command+Option+Esc on your keyboard to open the Force
Quit Applications dialog box. Next, locate and select Finder, then
click Relaunch.
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Force Quit Applications

If an app doesn't respond for a while, select its
name and click Relaunch.

® Basecamp 3
#» Firefox

Google Chrome
@ Slack

@ Finder

You can open this window by pressing Relaunch '
Command-Option-Escape.

« Solution 3: Press and hold the Power button. The Power button is
usually located on the front or side of the computer, typically
indicated by the power symbol. Press and hold the Power button
for 5 to 10 seconds to force the computer to shut down.

« Solution 4: If the computer still won't shut down, you can unplug
the power cable from the electrical outlet. If you're using a laptop,
you may be able to remove the battery to force the computer to turn
off. Note: This solution should be your last resort after trying the
other suggestions above.

Problem: The mouse or keyboard has stopped working

« Solution 1: If you're using a wired mouse or keyboard, make sure
it's correctly plugged into the computer.

39



USB

I\‘I‘I lJ {I‘I ||“\{|I!|\|\ ‘I
T i
0 o
[[T]T] [T []]

Solution 2: If you're using a wireless mouse or keyboard, make
sure it's turned on and that its batteries are charged.

Problem: The sound isn't working

Solution 1: Check the volume level. Click the audio button in the
top-right or bottom-right corner of the screen to make sure the
sound is turned on and that the volume is up.

Solution 2: Check the audio player controls. Many audio and video
players will have their own separate audio controls. Make sure the
sound is turned on and that the volume is turned up in the player.

Solution 3: Check the cables. Make sure external speakers are
plugged in, turned on, and connected to the correct audio port or a
USB port. If your computer has color-coded ports, the audio output
port will usually be green.

Solution 4: Connect headphones to the computer to find out if you
can hear sound through the headphones.
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Problem: The screen is blank

Solution 1: The computer may be in Sleep mode. Click the mouse or
press any key on the keyboard to wake it.

Solution 2: Make sure the monitor is plugged in and turned on.
Solution 3: Make sure the computer is plugged in and turned on.

Solution 4: If you're using a desktop, make sure the monitor cable is
properly connected to the computer tower and the monitor.

Solving more difficult problems

If you still haven't found a solution to your problem, you may need to ask someone
else for help. As an easy starting point, we'd recommend searching the Web. It's
possible that other users have had similar problems, and solutions to these problems
are often posted online. Also, if you have a friend or family member who knows a lot
about computers, they may be able to help you.
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Keep in mind that most computer problems have simple solutions, although it may
take some time to find them.

Lesson 10: How to Use Your Computer's Built-in Help

How to use your computer's built-
in help

Everyone needs to look for help sometimes. Luckily, when you want help with a
computer program, it’s usually easy to find. Most programs have a help feature
somewhere, and learning how to use it can make a big difference. You may not find
everything you need, but your computer’s built-in help is a great place to start.

Different programs integrate help features in different ways. Some are like interactive
manuals included with the program that you can open with a menu, while others are
just links to the developer’s support website. But they’re always designed with the
same thing in mind: to help you learn the features of the program and to solve
problems yourself.

How to access built-in help

Programs have a help button. For example, Microsoft Office 2016 has the Help tab with
a Help button to open a search.
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Features of a help file

Help files can be organized in a variety of ways, including as a table of contents, FAQ,
or searchable database.

When you open the help panel in Office 2016, you'll see a search box. Much like a
search engine, you type keywords in the search bar, and it will display topics relevant
to the keywords you entered.

If you can’t find what you’re looking for or don’t understand what you've found, you
can usually do a Google search, It can take a little extra time and effort, but learning

how to find solutions on your own is a valuable skill—and you’ll get better at it with
practice.

Lesson 11: Learning a New Program

Learning a new program

You know more than you think you do!

Starting to use a new computer program can seem overwhelming, but keep in mind
that you already know more than you think you know. Even if the screen in front of
you looks totally unfamiliar, everything you've learned so far about your computer
and other programs will help you figure out what to do next. As you spend more time
using the new program, it will start to feel more familiar.

Look for similarities with programs you've used

The first thing you'll want to do when opening a new program is look for familiar
features. You may not realize it, but most computer programs have certain basic
features in common—so once you've learned to use one program, you'll already know
something about any other ones you try to use. For example, many keyboard
shortcuts remain the same from program to program.
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Most programs also have File and Edit menus, and they'll usually be in the same place:
at the top of your screen, either as a drop-down menu or in a ribbon. The File and
Edit menus tend to contain similar functions in any program. So if you know

the Print function appears in the File menu in Microsoft Word, you'll have a good
idea of where to look for it in Google Docs, as in the image below.

Memo To: Miranda Lawson, Director of Marketing +r (e

File Edit View Insert Format Tools Add-ons Help Last edit was seconds
L Share ormal text - Arial i | = 1 + B I
3 4
New
Qpen Ctrl+0
Make a copy
Email anda Lawson, Director of Marketing

Download » Julia Fillory, Senior Team Lead
Make available offline Yecember 5, 2019

Version history
‘t: Industry Networking Event

Rename ecently come to my attention that the marketing depar
51 Move ‘ee to represent our organization for the upcoming Ma
&% Add shortcut to Drive yesterday's all-staff meeting, | asked the staff if anyor

& Gus to tragh nt. Two individuals offered to volunteer.

rast we have sent only one representative. However, t

Publish to the web size and number of attendees over the last several ye
nend sending two employees to this event in order to
Document details pe
Language * ave any concerns, please let me know.
Page setup You,
&= Print \-I":i Ctrl+P

Even if you're switching from a PC to a Mac or vice versa, keyboard shortcuts will
remain mostly the same. Just substitute the Command key on a Mac for the Ctrl key
on a PC. For example, the shortcut for the Cut function is Ctrl+X on a PC; on a Mac,
it's Command+X.

Check for hidden toolbars or panels

Let's say you've checked your new program for familiar functions, but there are a few
you just can't find. Don't give up! If you believe a particular function should be there,
you're probably right—you may just need to open it. Many programs

have toolbars, sidebars, or panels you can hide or make visible, and they are often
hidden by default when you start the program. If you can't find a function you need,

44



try clicking the View or Window menu to check for hidden toolbars, as shown in the

image of the Firefox web browser below.

Firefox

File

Edit

View History Bookmarks Tools Window Help

Toolbars Bookmarks Toolbﬁg > Always Show

Sidebar > - Never Show
Customize...

| Only Show on New Tab

Zoom
Page Style
Text Encoding

Enter Full Screen

[f you're having trouble

If the program you're trying to use has a lot of unfamiliar elements—or if there's a

feature you simply don't know how to use—don't despair. There are still some simple
things you can do to find your way around a program.

Use the help feature

Software companies know that most users will have questions about how to use their
programs, which is why they include built-in help features. You can usually access a

program's help feature by clicking a Help menu (sometimes represented by
a question mark icon) at the top of your screen. There, you'll find instructions on

how to do things, troubleshooting tips, and answers to frequently asked questions.

Some help features will even include links to online help forums, where users can
post answers to each other's questions. Remember, if something isn't obvious to you,
it probably isn't obvious to other users either, so the help section should have some

information on it.
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Google it!

If you haven't found the answer in the program'’s help feature, try searching for a
solution on Google. You will probably find tutorials or posts from other users
explaining how to use the program. You may also want to search YouTube for video
tutorials on the program you're using.

Google
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Lesson 12: Bringing Your Files with You

Bringing your files with you

When you're working on a document or other computer file, you can always save it to
your computer's hard drive. Sometimes, you may want to bring your file with

you and open it on a different computer. In this lesson, we'll talk about two ways to
save your files so you can access them from almost anywhere.

« Flash drive: Flash drives are small, removable hard drives that
plug into the USB ports on your computer. They are relatively
inexpensive (usually less than $20) and can be purchased at any
store with an electronics section.

« Cloud storage: Cloud storage means you save your files
on servers on the Internet using an account with a cloud service.
With cloud storage, you can access your files from any computer
with Internet access without having to keep track of a physical
device.

Flash drives and the cloud can also be used to back up your files.

Using a flash drive

Flash drives make it easy to carry your important files and documents with you in a
portable form. You should always back up the files on your flash drive elsewhere just
in case it gets lost or breaks.
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To connect a flash drive:

1. Insert the flash drive into a USB port on your computer. You
should find a USB port on the front, back, or side of your computer
(the location may vary depending on whether you have a desktop or

laptop).
2. If you're using Windows, a dialog box may appear. If it does,

select Open folder to view files. On a Mac, a flash drive icon will
usually appear on the desktop.

3. If a dialog box does not appear, open Windows Explorer—
or Finder if you're using a Mac—and select the flash drive on the
left side of the window. Note that the name of the flash drive may
vary.

\
@
Jo)

@ ® FLASH DRIVE

@) Recents
A Applications
[= Desktop
[% Documents

@ Downloads

£5 FLASH DRIVE k=

To work with a flash drive:

Once you've connected a flash drive, you can work with it just like any other folder on

your computer, including moving and deleting files.

1. If you want to copy a file from your computer to the flash drive,
click and drag the file from your computer to this window.
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computer.
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If you want to copy a file from your flash drive to your computer,
click and drag the file from this window to your computer.
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4. If you want to remove a file from your flash drive, click and drag
the file to the Recycle Bin on a PC or the Trash can on a Mac. A
dialog box may appear appear. If it does, click Yes to confirm that

you want to permanently delete the file.

Delete File

Are you sure you want to permanently delete this file?

cv
Type: Microsoft Word Document
| Size: 11.4 KB

Date modified: 12/28/2020 3:11 PM

L

Yes % No

If a dialog box does not appear, you may need to empty the Trash can to permanently

delete the file.

To safely remove a flash drive:

When you're done using a flash drive, don't remove it from the USB port just yet. You'll
need to make sure to disconnect it properly to avoid damaging files on the drive.

1. Right-click the flash drive and select Disconnect (or Eject).
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2. You can now safely remove the flash drive from the USB port.

If you're using a Mac, you can also click the Eject button next to the flash drive

in Finder to eject it.
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Saving files to the cloud

There are many services that allow you to create a free account and save documents,
images, and other files to the cloud. Some of the most popular are Google

Drive, OneDrive, and Dropbox. The free storage space that comes with these
accounts (usually around 15GB) should be plenty if you're using your account for

regular personal, work, or school purposes. If you own a business and want to keep all
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of your documents in the cloud, you may want to pay your cloud service for more
storage.

Unlike physical media, the cloud can't break or get lost, so you don't necessarily need
to back up the files you keep on it. Files in the cloud are also easier to share so you
can collaborate with friends and coworkers. However, when you save something
online, there's always a risk that unauthorized users will try to gain access to

your personal information. To protect your files, create a strong password and pay
attention to the privacy settings and policies of the cloud service you're using.
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Lesson 13: Using Accessibility Features

What are accessibility features?

Accessibility features are designed to help people with disabilities use technology
more easily. For example, a text-to-speech feature may read text out loud for people
with limited vision, while a speech-recognition feature allows users with limited
mobility to control the computer with their voice. In this lesson, we'll introduce you to
some common accessibility features. We'll also discuss assistive technology that
you can attach to your computer for greater accessibility.

Common accessibility features
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Although some accessibility features require special software downloads, many are
built into the operating system of your computer or mobile device. Here are just a few
types of accessibility features you may already have on your device.

Features for blind or low-vision computer users: Features such
as text-to-speech allow users to hear what's on the screen instead
of reading it. Other features, like high-contrast

themes and enlarged cursors, make it easier for users with limited
vision to see the screen.

Features for deaf or low-hearing computer users: Closed-
captioning helps to convey audio information to deaf users in visual
form. Mono audio systems transmit right and left audio signals
through both earbuds and headphones so users with limited hearing
in one ear will not miss part of what they are listening to.

Features for limited-mobility computer users: Keyboard
shortcuts are convenient for many people, but they are especially
helpful to those with difficulty physically manipulating a mouse. For
users who have difficulty pressing several keys at once, sticky

Keys allows them to press keys one at a time to activate a shortcut.

i3 Accessibility Q acces

Flash the screen when an alert sound occurs
Test Screen Flash

Play stereo audio as mono

G Display

D Spoken Content
G Descriptions
H g

earing
e 1) Audio

Captions System volume can be adjusted in Sound preferences:
Open Sound Preferences...

Motor

Show Accessibility status in menu bar
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Using accessibility features

Most computers and mobile devices come with built-in accessibility features, although
they'll usually need to be turned on before you can use them. Let's take a look at how
to locate these features for your device.

« In Windows, open the Settings app (or Control Panel in Windows
8 and earlier), then click Ease of Access.

Documents

Pictures

$3%  Settings h
Power

£ Type here to search

. In macOS, open System Preferences, then
click Accessibility (or Universal Access in older versions).

@ Finder File Edit View Go

About This Mac

System Preferences... [} 1 update
App Store... 6 updates

Recent Items

Force Quit...

Sleep

Restart...
Shut Down...
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« On mobile devices that use Android or iOS, open the Settings app,
then locate the Accessibility section. On i0S devices, you'll find it
within the General settings category.

wil ATET = 11:14 AM 97% .
< General Accessibility
VISION
VoiceOver
Zoom
Magnifier
Display Accommodations
Speech
Larger Text
Bold Text
Button Shapes
Reduce Transparency
Increase Contrast Of

Reduce Motion O

On/Off Labels

IWTED AT
INTERACTION

Reachability

Web accessibility

Most web browsers also offer their own built-in accessibility features. You'll usually
find these options in your browser's settings.



W

New tab

New window

-

Ctrl+T

Ctrl+N

New incognito window  Ctrl+Shift+N

History
Downloads

Bookmarks
Zoom - 100% +

Print...
Cast...
Find...

More tools
Edit Cut Copy

Settings [}
Help

Exit

Ctrl+)

rA
Ld

Ctrl+P

Ctrl+F

Paste

Before you adjust these settings, you may want to try zooming instead. Zooming is an

easy way to make webpages easier to read, and it works the same way in most
browsers. If you're using a browser in Windows, you can zoom in or out by
pressing Ctrl+ or Ctrl- (hold down the Ctrl key and press the + or - key). If you're

using a Mac, you'll press Command+ or Command-.

To return to the default zoom level, press Ctrl+0 (hold down the Ctrl key and press

the zero key). If you're using a Mac, press Command+0.

Congratulations ... You Have Completed

UNDERSTANDING COMPUTER BASICS
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