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Basic Computer Skills with Office 2010

Desktop with Icons
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Icons on the desktop represent shortcuts to programs which are on your computer. You would double
click on these icons programs such as Word or the Internet. You can also access programs by left cli

on the round Microsoft button in the lower left hand corner of the task bar. When you click a menu
(below) will appear. Point to All Programs to access all programs on your computer.
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programs which are running on this computer. When you point to the icons of programs that are
minimized, they show up for you to click on and make active. (See above, Word.)

Putting Icons on Your Desktop
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To put icons on your desktop, left click on the round Microsoft button in the left hand corner of your
taskbar. When the menu appears point to all programs. Then, right click on the program you wish to
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Windows Interface Minimize, Resize,
Quick Access Toolbar and Close Buttons
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Mouse Basics

Left click button Scroll button
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Windows7 View of Mouse click button Configuration
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_* Mouse Properties u

Buttons | Pointers | Pointer Options | Wheel | Hardware
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|| Switch primary and secondary buttons

Selectthis check box to make the button on the ri
the one you use for primary functions such as

selecting and dragging.

Double-click speed

Double-click the folder to test your setting. If the folder
does not open or close, try using a slower setting. |
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I ClickLock
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T ClickLock Setting

Enables you to highlight or drag without holding down the mouse button.
To set, briefly press the mouse button. To release, click the mouse button
again.

Cancel




Holding the Mouse
Hold the mouse firmly in your right hand with your hand
straight on the mouse from front to back. Rest your
pointer (index) finger on the left mouse button, your

middle finger on the right mouse button and let the
palm of your hand rest on the hump of the mouse . Use
your pointer finger to roll the wheel between the buttons

if your mouse has a scroll wheel. The scroll wheel
moves your view of a page up and down once you have
opened a program or are on the Internet. Use your

thumb, ring finger and pinkie finger to hold onto the
sides of the mouse.

Moving the Mouse
The mouse should be placed on a flat surface, preferably

a mouse pad. To move the mouse use your arm; do
not rotate your wrist . Just glide the mouse to the

right, left, up, down or diagonally. The mouse pointer
moves on the screen when the roller ball on the
underside of the mouse moves due to being in contact
with a non -slick surface such as a mouse pad. If you
reach the edge of the mouse pad and need to keep

moving in that direction, just pick up the mouse, place it
back on the pad in an area that will allow more room
to move in that direction.



Click

Press the left mouse button once, very softly . When you click, you need to make
sure that the mouse does not move, even a millimeter. If you click an icon on the
desktop, it will become selected. If you click inside a program like Microsoft
Word, the insertion point (vertical blinking line) moves to that point on the page.

Double -click

Hold the mouse still, and quickly, yet softly click the left mouse button twice. A
double -click can be used to do things such as opening a program from an icon on
the desktop, selecting a word or sending aces to the top row in Solitaire.

Highlighting or Selecting

Press the left mouse button when the pointer is at the beginning of what you wish to
highlight. While continuing to hold the button down, move the mouse pointer
across what you wish to highlight. Once the mouse pointer has reached the end
of what you are highlighting, release the button. This is useful to highlight or
select multiple words that are displayed on the computer screen, such as text on
a web page, which you can then copy and paste into a Microsoft Word document.

Drag and Drop

Highlight an object. Position the mouse pointer inside the highlighted area. Hold
down the left mouse button and move the mouse to a new location. Then let up
on the left mouse button. This moves the object to the new location. Two
examples are, dragging an icon on the desktop to another location on the screen
and moving items such as cards in Solitaire.

Right -click

Press the right mouse button once and a shortcut menu appears with commands that
relate to where the mouse pointer is positioned. One example is, if you right -click
in an area that contains text in Microsoft Word, the shortcut menu will most likely
contain formatting options for text including cut, copy and paste.

Mouse Pointer Shapes

The mouse pointer will not always appear as an arrow. It will change its shape when
it is moved into certain areas or certain processes are being performed by the
computer in the background. Below are a few examples including the arrow.

Most Common Shape % 1 Beam or Typing Cursor I

Whenever the mouse pointer
_ _ Is moved to an area designed
Wait, PC processing E to allow typing




Minimize, Resize/Maximize , Close Buttons

o Maximize
Minimize Close
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These buttons are located in the upper right corner of every program or file on the
title bar. The minimize button allows you to keep your program or file running on yot
computer but closes the application so that you can see your desktop to open up
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windows application button on the taskbar.

The resize /maximize button is located in the middle of the three buttons. When the
button has the appearance of two boxes on the button, your file or program is
opened up all the way. (Full Page.)

When you click on the resize button, your file or program becomes smaller or resize
and does not cover the entire desktop. Then the resize button changes appearance
and shows only one square. Then it is the maximize button. When you click on
Maximize, the page returns to full size.

X means close. When you click on the X on the title bar it will close the entire progr:
or file application.



Drag and Drop

To drag and drop a file, click on the resize
button on the title bar.
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When the screen is resized (above) the resize button is

now the maximize button. (See circled button on the title
bar.)

Point your mouse arrow to the title bar(not on the
buttons), press your finger down on the left click button

of your mouse and start to wand your mouse from left to
right to move the file. 10



Quick launch toolbar
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Your quick launch toolbar Spelling & Grammar
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used icons handy.
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corner of the toolbar

allows you to customize
the toolbar. Show Below the Ribbon

Maore Commands...

Minimize the Ribbon

You can move your toolbar below the ribbon or keep it
above the ribbon. Or you can minimize it.
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The Ribbon

The ribbon brings the most important commands to the

forefront. There are three basic components to the ribbon.

1. Tabs (Home, Insert, Page Layout, References, Mailings,
Review, View)

2. Groups (As shown below)Clipboard, Font, Paragraph,
Styles, Editing

3. Commands (As Shown Belowfgold , Italicize, Underline,
Copy, Paste, Alignment, etc.
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Setting MargindPage and Orientation
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Keyboard
Qwerty Keyboard.

Original design comes from typewriters which did not even use electricity. Today’s keyboards
have many more options than original typewriter keyboards, yet much of the basic layout is the
same.
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On row one, keys F1 through F12 are function keys. If the program instructs you to press F7
then the key with F7 is the key to press. Esc is the Escape key.

The second row has symbols and numbers and the Backspace key. To type a dollar sign or
percent symbol, hold down the Shift key, continue to hold it down and press the key with the
dollar sign, percent symbol or any other item on the top portion of a key. To type numbers just
press the key with the desired number. Backspace moves the insertion point to the left, wiping
out the letters in its path.

1000060000040

The third row contains mostly letters. Just press the keys for lowercase letters. To get a capital
letter press the Shift key, continue to hold it down and press the key with the desired letter. The
key on the far left is the Tab key. This key will either, indent, or if typing in a text box, will
move the insertion point into the next text box.
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