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Lesson 1- Hardware & Windows Navigation 
Handout: 

 Pre-Basic Computer Skills Survey 

 1-Daily Agenda 

 1-Anatomy of Windows 

 1-Mouse Basics 

 1-Using the Mouse and Keyboard 

 1-Paint Activity  

Prep: 

 Computer hardware: motherboard, CPU, RAM, Hard drive, keyboard, mouse 

 BCS PPT 

Objective: Be familiar with computer hardware, especially the mouse and keyboard, and the basics of 

the desktop and windows 

10:00-10:15 

1. Introductions and Survey  

a. Fill out Pre-Basic Computer Skills Survey 

b. Introduce yourself 

2. Open BCS PowerPoint  

3. Things to Know 

a. Three Weeks: Monday-Thursday 

i. If you miss a class, you can come back the next class day.   

ii. Classes are only an hour and half long; we can retain and learn only so much.  

So, I strongly advise you, if you really want to improve your computer skills, 

practice, practice, practice.   

b. No food or drink in classroom 

i. These screens are touchscreens, which we want to keep clean.  If you need to 

take a sip of your drink, either come towards the middle of the room or outside 

of the classroom.  

c. Watching and Doing; Stay with the class 

i. In this class, it is a good idea to stay with the class and follow along.  It can be 

easy to miss a step while you are exploring on your own.  

d. Ten Second Rule 
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i. Take 10 seconds on your own before you ask for help.  It can be relieving to 

have a little victory!   

4. Subjects 

a. Here is the order of class topics.  Throughout each lesson, we will be practicing our 

typing skills with the typing program Mavis Beacon.  

b. Computer hardware and windows navigation: we will be going over these today 

c. Word: we will learn how to format text 

d. Excel: will be a one day lesson 

e. Storage Management: learn how to save files on permanent storage 

f. Internet: Learn how to surf the web 

g. Email: learn how to send emails with attachment 

h. Ask: Has anyone heard or learned any of these before?  

5. Introductions 

10:15-10:30 

6. Intro to Hardware: Pass around the hardware or have students gather around the displayed 

hardware (CPU, RAM, motherboard, hard drive) 

a. Hardware: the skeletons parts of the computer 

b. Motherboard: computer’s main circuit board; allows communication between different 

parts of the computer  

c. CPU: central processing unit is also called a processor or the brain of the computer; its 

job is to carry out commands such as pressing the keyboarding, clicking the mouse, 

opening a program 

d. RAM: random access memory is the computer’s short-term memory, which gets wiped 

new when the computer is turned off.  You’ll need to save it to a hard drive.  (The more 

RAM you have, the more things your computer can do at the same time.  RAM is 

measure in megabytes (MB) or gigabytes (GB). )   

e. Hard drive: place to save long term; example is a thumb drive/flash drive/USB or a CD.  

In the 3 week course, we will learn how to use a USB.  

f. Keyboard: one of the main ways to communicate with the computer.  Place your left 

forefinger on the letter ‘f’ and the right forefinger on the letter ‘j’ with both of the 

thumbs “resting” on the spacebar.  Notice how there are indentations on the letters 

both f and j. 
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g. Mouse: another way to communicate with the computer.  Hold it as if you were shaking 

hands with somebody with your right hand.  Place your forefinger on the left button.  

You will use this button most of the time to single click or to double click (practice as a 

class if students are unfamiliar with double click).  Place your middle finger on the right 

button and relax your palm on the mouse.  Refer to the “Mouse Basics/Using the Mouse 

and Keyboard” handout for more details. 

7. Build classroom comfort: Any of this sound familiar? Any questions or comments?  

8. Intro to Class Computers 

a. Explain: If you get a chance to check out our computers in the drop in lab, you can see a 

difference between these class computers.  First, the computers in the drop in lab have 

the computer box.  These computers do not; their motherboard is all in the desktop.  

These computers are also touch screen, as already mentioned, but we will be using only 

the mouse to click since most computers are not touch screen.   

b. Explain how to turn on: First, check if it is on.  The power button will look different on 

each computer, but if it is lit then it is on.  If it is on but the monitor is not, then move 

the mouse to “wake up the computer.”  Then, for these computers hit enter (or 

spacebar) to open the log in page.  There is no password for these computers, so hit 

enter again or the arrow key with the mouse.   

9. Intro to Desktop screen 

a. Explain: Your opening computer screen is your desktop screen; think of it as if the 

computer screen is your desk.  You have “shortcuts” to open up different programs that 

is on your desktop screen.  These shortcuts are customizable to the computer user.   

i. Ask: What are some of the programs that are on your desktop? 

b. Notice the “cursor” on your screen.  Your cursor is synced with your mouse.  Sometimes 

the cursor will change shapes depending on its location.  To open the programs that are 

on your desktop you have to double click or click twice.  The pace of the double clicking 

matters.  Try to do it to the rhythm to “cha-ching” or “ta-da”.   

10. Intro to Taskbar 

a. Explain: Task bar is the bar at the bottom that always has the start or windows menu, 

time, date, and volume controller.  If programs are already opened, taskbar shows the 

names of the open programs and folders.  

b. Ask: What opens when you click on the: 
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i. Time/Date?  

1. Optional Guided Practice: Click to find what day of the week your 

birthday lands on.  

ii. Volume Controller?  

1. Guided Practice: Control the volume by click, hold and drag (Optional: 

Use the scroll wheel)   

c. Ask: What opens when you click on the start menu? 

i. Explain: Use the start menu when you want to open a new program such as 

Microsoft Word or Internet Explorer or Paint.   

ii. Guided Practice: Exit out of the start menu by clicking in the clear or outside of 

the start menu. Practice about 5 times to feel comfortable with the start menu 

and exiting of start menu 

iii. Guided Practice: Open up Paint from the start menu.  

10:30-10:45 

11. Intro to Windows: Refer to “Anatomy of Windows” handout using Paint as the windows 

a. Explain Title bar: horizontal bar at the top of the window that usually has the name of 

the application  

b. Explain Menu bar: below the title bar that has menus or a list of commands and tools 

c. Explain Minimize: located at the top right as the hyphen 

i. Guided Practice/Ask: What happens when you click on it? Where did it go? How 

do you open it back?   

1. Explain: Removes the window from the desktop screen while leaving 

the application running 

d. Explain Maximize/Restore Down: located in the middle 

i. Guided Practice/Ask: What happens when you click on it? Does the picture 

change after you click on it?  

1. Explain: maximized is used to enlarge the window to fill up the whole 

desktop; restore down to shrink to its previous size from the full screen 

e. Explain border (number 7) 

i. Guided Practice: resize Paint program to take up half of the screen 

1. Hover mouse over the width and length borderlines or the corners until 

you see double headed arrows 
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f. Explain Close: X 

i. Guided Practice/Ask: What happens when you click on it?  

ii. Independent Practice: Open up Paint program again via start menu.   

g. Explain Scroll bar 

i. If scroll bar is not available make the windows a smaller size 

ii. Guided Practice: Click and drag the scroll bar and use scroll wheel 

10:45-11:10 

12. Guided Practice: Paint 

a. Explain undo button: is like the accident button; it has remembered  

b. Refer to “Paint: Using Icons, Menus and the Mouse” handout 

c. Optional independent practice: Draw with shapes, explore the color palette and 

different brushes. 

13. Build Classroom Comfort: How was it?  Is anyone’s hand cramping yet?  

a. Refer to the Mouse Basics for some tips on how to hold a mouse.  

11:10-11:30 

14. Preview: MS Word and selecting text 

15. Intro to Mavis Beacon: 

a. Mavis Beacon is a typing program that we will use either at the beginning or the end of 

class to improve our typing skills.  

i. Located on the desktop as a shortcut icon.  Double click on the icon to open.   


