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Computing for Beginners
Presented by Academic Success Center

Computer Hardware 

 Basic

 System Unit

 Monitor

 Keyboard

 Mouse

 Laptop – 4 components in 1 
case

 Desktop – Each component is 
separate

 Laptop usually also contains 

 Network card

 Camera

 Desktop usually comes with

 Network card 

 Can also add

 Drawing Pad

 Headphones

 Separate keyboard, mouse –
laptop

 Camera - Desktop

https://www.youtube.com/watch?v=mLgTnkw558w

Desktop - can mean a 
computer that sits on a 
desk OR what is seen 
on a monitor when 
Windows is open.

Buying a computer 
What to look for 

 Laptop or Desktop

 Portable or not

 Windows, MacOS, Chrome, Linux

 For school: Windows is better

 CPU

 General medium computing tasks: Intel i5 or AMD Ryzen51

 Memory

 minimum 8 GB; 16 GB better

 Storage

 Minimum 256 GB; more is better, usually 500 GB to 1TB

1 wired.com/story/how-to-buy-the-right-laptop-for-you
https://www.consumerreports.org/electronics-computers/computers/buying-guide/

1st Step – Power On

Source – Corded or Battery
Already On? (Look for LED indicator)

Yes - Tap any key; move mouse: log on window appears
No – Find Power Switch and turn on

Laptop – Usually above keyboard; upper right or left corners

Desktop (Tower) – Can be on front, on top, or on sides

Exercise: Find Power Button Used only to turn on, not turn 
off.  Use Start Button on task 

bar to power off 

You’ve Powered Up – What happens

Computer
Checks for attached devices

Loads Operating System

Opens Dialog Box to log-in

See school’s 
Internet use 
policy first? 

Click to agree 

Logging On

 at School
 User Name: fl#######

 Password: Flmmddyy (or last 
password for returning students)

 at Home 
 User Name: you create

 Password: you create

 Press Enter or click

Note: after user name created; automatic no need to reenter ; 

not your name, get owner to create account for you.
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Desktop

Icons 
double click

Task bar 
click any object

Start Button Search Box
Open or available 

Programs

System tray

Background: 
Different 

computers =
Different look

Click? 
Double-

click? Huh?
See next two 

slides

Object – any item 
on a computer’s 
desktop that can 

be resized, moved 
or used to take an 

action. 

The Mouse - Pointer shapes

 Up-Left arrow – Command pointer

 Hand – Internet

 Hourglass – Busy   

 I-beam (Insertion Point)– Te (insert)

 Places pointer         where you want to type 
more text

 Two or Four Headed arrow – size / move

Pointing to a command with this shape then 
clicking executes the command

Pointing to a link on a web page in a 
browser and clicking takes you to the linked 
page

The operating system is busy with another 
task

Relates to the blinking or solid vertical line 
(cursor) on the window. Moving the pointer 
and clicking causes the line to move to the 
place clicked.

Two headed arrow lined up with an edge of 
an object (picture, window, shape, etc.) 
changes the size; four headed arrow moves 
the object.

AKA select pointer 
or select arrow

pointer shape pictures courtesy Jan Smith at  http://www.jegsworks.com

Mouse practice

Mouse moves pointer
Actions 
Point 
Means - Place pointer on top of an 

object

Move mouse
Result: Pointer on desktop moves

Click (left) 
Press down & release once 

More moves – see next slide

More Mouse Practice

Double click (left) 
Press down & release twice quickly

Right-click 
press down on right button

shortcuts

Drag 
 Press, hold down left

Move mouse 

Trick to double-
clicking; don’t 
move mouse 

between clicks

Practice: Mousercise - Palm Beach County Library (skip verification)
http://www.pbclibrary.org/mousing/mousercise.htm?fbclid=IwAR2OsKZZmFoNUNNUVk_gy-8-
PuJFNqcv_4z888Ryjsu3XAR0vBwftRWI6V4

Try It! 
•Open My Computer

•Point to My Computer icon on desktop
•Double-click, or right click; click Open

•Make sure My Computer is not maximized
•Point to window frame to get two headed arrow
•Click and hold left mouse button, drag mouse 
right
•Click and hold on title bar, drag mouse left

Keyboarding & Work Efficiency Today

Skill can make a difference on the job
Needed to enter information 
customers, hospitals, data entry positions, any 

position where time on task is billed out OR
there is need for speed to move on to next task, patient, or 

project.)
Learn to Keyboard

https://www.typingclub.com/

7 8

9 10

11 12



8/23/2023

3

Browsers
 Must have network connection to use
 Open Edge, or Chrome

 To open:

Double click any one of the icons on the desktop 

Click the icon if it is on Taskbar

Find & Right-click one of the icons on Desktop; Click 
Open

Click the start button, click All Programs. Browsers are 
usually at the top of the list.

Note: Browser Features vary by Browser - example: downloading files

What about Security

 Absolute Must

 Minimum

 Have Software for Antivirus and 
Malware

 With browser open, google “free 
antivirus and malware”

 Other 

 VPN (virtual private network)

 Real-Time Scanning

 Anti-Phishing

Use Browser for Courses

 RCC Home Page

 https://www.robeson.edu/

 Find Course Access

1. Go to Quick Links (page’s menu 
bar, far right)

2. On drop-down menu, click 
Course Access

3. Log in with email address, 
password or

Log in
here

Log in to Course Access, E-mail, Other

 RCC Home page 
http://robeson.edu
Click Quick Links
From dropdown menu: 

Click E-Mail or Course 
Access.

 Log in dialog appears
User Name = Email 

Address
Password - network 

password.

With Just a Few Basics . . .

… you’re off and running!
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