Computer Basics 2
Overview/Handouts/Notes
Overview: Working hands-on at a computer, students will be introduced to two popular programs:  Internet browser software for searching the Internet and using Internet e-mail and word processing software.  Prerequisites: Computer Basics 1 or previous computer software experience including basic keyboarding and mouse skills (pointing and clicking) are required.

Handouts:  events and classes program guide, Library Information Services-C24, Using Browser Software:  Navigation Skills; Internet & E-mail; and Introduction to Word Processing (an in-class, hands-on exercise).  Make one copy of the Word Class Project to show students what they will create.  Suburban trainers will also need a floppy disk or flash drive for each student.  During the Fall term, city trainers will instruct students to save to My Documents and refer them to their labs for saving to a disk.  The Class Survey is online.
Notes:  The Using Typing Master handout is available online for students who are interested.  Go to Events & Classes and to Interactive Tutorials.  The “Finding the Mouse or Keyboarding exercises on the Library Homepage” handout from the Computer Basics 1 class is also available online with our other Computer Basics 2 materials.
PLT logins for Hands-on Classes:   Two new logins should be used when teaching PLT classes in a hands-on environment:  pubteach and pubtrain.  The two logins have the same password.  To obtain the password, please call the Help Desk.  Use pubteach to log in the trainer’s workstation.  Use pubtrain to log in the students’ workstations.  (Exception:  The student workstations in Brookdale’s Public Training Room are public workstations and do not need the pubtrain login.  Click on the red Hennepin County Library logo on the Computer Lab home page to bring up the public home page at Brookdale.)
Once you are logged into the PLT trainer account, go to the PLT Staff home page  >  Classes  >  Self Taught Classes  >  Computer Basics 2 for class materials and the PowerPoint presentation.  Click on the PowerPoint link.  The PowerPoint will open.  Click on the Slide Show icon to start the presentation.
Class Outline 
I. Introduction (slide 1)
A. Introduce yourself and class assistants.
B. Describe library services and classes.  Offer the free events and classes program guide
C. Point out the phones, restrooms, and drinking fountain.
II. What We’ll Cover Today (slide 2)
A. The purpose of this class is to introduce two of the most popular ways to use a computer:  searching the Internet and using word processing.
B. Our goal today is to help you understand what these programs can do.  We hope that this will help you decide just what you want to do with the computer skills you are learning.

C. Using the Internet and word processing software will require lots of practice and much more instruction than we can fit in today. 
D. But, don’t worry.  At the end of class we will give you information about Hennepin County Library classes and other learning opportunities.  Where you go next will depend upon what you want to learn.  So, let’s get started.
III. Remember . . . (slide 3)
A. Everyone was a beginner once!
B. When you work with a computer, you are asking it to do a task for you.  So first, you need to decide for what task you want to use a computer.
C. Second, you choose the software that you need based upon the task you want to do.
D. Third, you learn how to use the software.
E. Let’s start by briefly reviewing the skills you learned in our first class Computer Basics 1 – or the skills you should already have to be in this class.
IV. First Things First (slide 4)

A. Review the slide.
B. Beginners often feel that more experienced computer users move way to fast when they are demonstrating steps—especially when they are demonstrating how to use a menu.
· Just remember, one click of the mouse can be all it takes to change the information on a computer screen.

· A series of clicks, moving from one place on the computer screen to another, is often all an experienced user is doing to operate the computer.
· It doesn’t take much time to point and click a mouse or press a key on the keyboard!

C. With practice—lots of practice—you’ll learn to read the computer screen so that the software menus or instructions make sense to you.  You’ll know where to point & click with the mouse or what key to press to tell the computer to do what you want it do.
V. Review:  Telling Computer What to Do (slide 5)
A. Briefly review these keys.  Students will have an opportunity to keyboard and practice these special keys in the word processing/saving a document exercise.
· Enter is like the Return key on a typewriter.  It is also an “O.K., I’ve finished what I want to type…now do it!” key.  We’ll use this key today.
· Arrow keys move the insertion point around without requiring you to type a character or hit the Enter key.  They are most commonly used to go back to something you previously typed to change it.
· Delete allows you to erase letters and numbers to the right of the insertion point.
· Backspace erases letters and numbers to the left of the insertion point.  You’ll probably need the Backspace and Delete key today when we learn how to enter a website address.  These keys help you correct typos.
· Shift key is used to make a capital letter and for special characters.
· Space bar places a space between words or characters.
· Ctrl and Alt keys compare to the Shift keys on a typewriter.  They give you more options and are important if you are using word processing software.  We’ll use the Ctrl key during the word processing exercise.
B. Only cover the following areas if someone asks:
· Number keypad is like an adding machine keypad.  It allows anyone to enter numbers more quickly.
· Function keys can be programmed to do a set of keystrokes automatically.  These keys are not important for beginners and will not be used with the library computers.
VI. Review:  Learning to Type at the Library (slide 6)
A. That is a brief tour of the special keys on the keyboard.  Now let’s move on.
B. If you want to write letters or e-mails and if you want to search the Internet, you’ll also need to know how to type a little bit.
· Emphasize two things:
(1) The only way to learn to type is to practice.
(2) You don’t need to be a great typist to search the Internet or send e-mails.  However, you do need to know where the keys are.
C. The library offers a program that you can use to learn this important skill.  It is available at all suburban library locations on Internet access computers and in the Computer Labs.
· Hold up a copy of the handout Using Typing Master.  It is available online and also in print at some libraries and labs.  So, students can view, print, or pick up a copy when they come in to practice.
VII. Mouse Skills (slide 7)
A. Review the slide.
B. Let students know about the mouse tutorial(s) available at library locations.
· You can offer students the Mouse Exercise and Keyboarding Software (or other city handouts) handout.
C. Now let’s quickly review some basic information about computer software.
VIII. What is Software? (slide 8)
A. Hardware, computer equipment, was covered in Computer Basics 1 or by your own experience.  Hardware is like the foundation of a house.  Without it there can be no building.  But you also need doors and windows to get in and out of the house – to get access.
So, there is software.

B.   There are two kinds of software:  operating systems and programs.
· Operating systems make sure that all the windows and doors to the house behave in the same way.  Operating systems control the opening, closing and moving of windows.  Windows and Macs are examples.
· Applications are the second layer of software.  They are like the appliances – stove, toaster, refrigerator – in your house.  They do different tasks for you.  Examples are Microsoft Word to type, Internet Explorer browser, Excel for financial spreadsheets.
C. Internet is like phone service.  It connects you to other computers and to the outside world.

D. Today we will use these kinds of programs.  Review bullet two of the slide.
IX. Browser Software (slide 9)
A. All websites use browser software.  So, whether you are searching for information or using an Internet e-mail account, you will be using browser software.  Review the definition of websites on the slide.
Note to Trainer:  If there are questions about connecting to the Internet at home, explain that this class focuses on the library.  At the library, you can just sit down at a computer and go to the Internet.  More on the Internet is covered in the Internet Basics class.

B. The term World Wide Web refers to a huge collection of websites.
C. Note that the library website is one example—there are millions of Internet websites.
D. All websites have a unique address.  Point out the address box.  Tell students that they will learn to enter website addresses later.
X. Browser Software:  Library Home Page (live – emphasize that this is a demo)

A.  We will take a minute to think about how the library’s website works.

· Think of the website as a book.

· The website’s main page is called a home page.  It is similar to the table of contents.
· The words and pictures on the website are the instructions or menus that you need to use the website.
B. Ask the students to watch you demonstrate basic navigation skills
· move the pointer
· show how a hyperlink changes the pointer to a hand—point and click to connect
· scroll up and down using the scroll box arrows, scroll bar, and Page Up & Page Down keys
· use Back to leave a link
C.  Student Practice:  Ask the class to use the browser software to find info about library classes.
· Point at Events and Classes.  When the mouse pointer becomes a hand, click on Classes using the left mouse button.
· Click on Beginner Computer Classes.  Look at the page.  Click Back twice.  Great job!
D. Ask everyone to return to the library home page by clicking on the Home icon or red HCL logo – whatever works at your location.
XI.  Browser Software:  Introduce the Internet Explorer Command Buttons (live)
A. Ask students to find the Internet Explorer command buttons/icons along the top of the website page.
· Back, Forward, Home, Text Size, Refresh, Stop, and Print display on the student workstations.  Note:  Mention that the buttons displayed on other computers may vary.
· These Internet Explorer command buttons make using websites faster and easier by telling the computer what you want it to do.
· Lead the class through a sequence of steps using each Explorer command button.
B. Refresh

· Go to the library home page.  Note that several Welcome greetings automatically change.  
· Go to bookspace.  Click on Refresh.  The picture in the upper left part of the screen will change.
· Explain that the page was re-loaded.  Why?  Some information on websites can change very frequently.  Pictures on the bookspace page and websites with stock quotes or traffic reports examples.  Refresh is also a useful because websites don’t always load correctly.  If a page looks funny or if it is missing pictures, etc., click on Refresh.  It may reload properly.

C. Ask students to click on Subject Guides.
· Click on Technology.
· Click on Computers or on Internet.  Review.
· Click on Back.  Explain that this displays the previous page.
· Click on Forward.  Explain that this is an easy way to move between two pages.
· Ask students to click on a website and then click Stop.  Explain that this command is really helpful when a website is taking a long time to load.

· Click Home.  Explain that if you click Home when you are using a library computer, you will always come back to a library home page.  This setting can be changed on personal computers.  It is a good command to use when you have been visiting many websites and you start to feel lost.
· Text Size.  Ask students to adjust the text size on the home page – use AA (or Page).
· Print.  Click on the drop down arrow.  Use Print Preview to look at the pages that should print.  A 1/6 on the Task Bar means you are on page 1 of 6 pages.  Select Print to bring up the Print window.  (Caution:  Choosing All under Print Range on the Print window will print the current page as the website defines the page.  Choosing Pages allows you to designate one page, 1 for page 1, or a range of pages, 2-5, to be printed.)  The cost to print a black and white paper page at the library is [fill in suburban or city information].
XII. Hands-on Practice (live)
A. Ask students to look at pages 1 – 2 of the Using Browser Software homework.  This handout reviews the navigation skills (pointing & clicking and using the Internet Explorer command buttons) that we just covered in class.
B. Students can now spend some time exploring the databases and websites in the Subject Guides or the library’s website on their own.  (Allow about five minutes for individual exploration.)
C. Circulate around the room and help individual students practice these skills.

D. Return to the PowerPoint.

XIII. Entering a Website Address (slide 10)
A. We have been using browser software to find information on the library website by moving around on that one website.

B. Browser software also allows you to go from one website to another by using the address bar.  This is a useful skill to know.  How many times have you heard, “Contact us online at ‘www dot something’?”  This is the website’s address.

C. Review slide.  Emphasize that entering a website address is a three step process:

· Click in the address bar.
· Type the address.  Correct errors by using the Backspace or Delete keys.
· Click on the Green Arrow or press the Enter key.
D. Page 3 of the Using Browser Software homework reviews the steps for entering a website address.
XIV. Websites and E-mail Use Addresses (slide 11)
A. Review the slide.  Point out how you can tell an e-mail address from a web address.  Tell students that they can also refer to the handout Internet & E-mail – What’s the Difference? to find more information.
B. Compare how both addresses are used:
· Use a website address to go to a website by typing it in the address bar in the browser software.

· Use an e-mail address to send an electronic message.
· Important Tip:  You can’t type an e-mail address into the address bar and send an e-mail or go to your e-mail account.  First, you go to the website for your Internet e-mail provider.  Then, you log in to your account using your username and password.  At that point, you can type the e-mail message and send it to the e-mail address of the recipient.

XV. Avoid Mistakes in the Address (slide 12)

A. Review the slide.  Here are key tips.
XVI. To use E-mail, you need to (slide 13)

A. Review the screen.
XVII. Hands-on Practice! (slide 14)

A. Connect to the library home page using the hyperlink.
B. Have students follow along as you type one or two web addresses:
· www.startribune.com
· www.bbc.co.us.com
· www.cnn.com
C. Close the live link and return to the PowerPoint.
XVIII. Word Processing Software (slide 15)
A. Let’s move on to word processing software.
· First what is it?  Word processing is computer software that let’s you write and edit a document.  You can create documents, brochures, and certificates.  Hold up an example of the class project.
· To use word processing you need to have a computer, a word processing software product loaded on your computer, and, if you want to create paper copies of your documents, a printer.
· Hennepin County Libraries offer access to computers to use for word processing.  You can also print from library computers.
XIX. Why Use Word Processing (slide 16)
A. Review the slide.
XX. Word Processing Skills (slide 17)

A. To learn to use word processing software you will need to learn these skills:

· Read the menus:  lists of commands or instructions that appear on a computer screen.

· Select the menu options or shortcut tools by using your mouse and keyboard so that you can tell the software program what to do.

· Do some basic typing.  If you can’t type now, you’ll want to start by using the library’s keyboarding tutorial.
B. Word processing menus:
· As you can see from looking at the software menus, there are a lot of steps to learn.
· Today, you will learn how to open this software on a library computer, create a simple electronic document, and save.
C. Want to learn more about using this software?
· The library doesn’t offer classes on Microsoft Word.  However, we do offer access to computers that you can use free of charge.  You can also check out library materials about using Microsoft Word software.
· Librarians can help you find classes at other places.
XXI. Opening Word Processing Software (live)
A. Students need to open word processing to create a very short document and then save it.  Saving may be to a disk or flash drive (suburban Fall Term) or to My Documents (city).
B. Trainer’s Note:  Do a live demo with whatever method works in the training room you are using.
C. Introduce the Start button.
· Ask everyone to click on it to find Programs and to find Microsoft Word.
· Demonstrate opening a word document to prepare for the word processing exercise.

· Ask students to open a word document.
D. And/Or explain how to open word processing software on a Computer Lab computer.

XXII. Microsoft Word—Formatting Text (live)
A. Pass out the Introduction to Word Processing handout.  The handout details each step that the students must do to create the class project (word processing exercise).

B. Invite students to follow along with you as you demonstrate each step and to refer to their handouts.  Suggestion:  It may be helpful to use a light pen to point out items on the screen.  Note for Bd, EP, Rd:  The Sympodium pen doesn’t seem to work on the Microsoft Word toolbar.
· Type:  Welcome to the Library.
· Highlight the text to make a change.
· Center the text.
· Bold the text.
· Press Enter two times.
· Change the font size—72 works well.
· Change the font to Monotype Corsiva or any other interesting font.
· Change the font color.
· [Demonstrate changing from Portrait to Landscape.  This is not on the handout but it may be a better layout for some students’ work.]

· Add the candy corn or other seasonal border.
· Look at Print Preview.
· Close the window.
· Make any changes to the document.

C. Save the document.  (You may refer to the instructions on p.5 of the handout.  Or, give verbal directions for saving at your location.)
· Distribute the floppy disks or flash drives if you are using them.
· Help students insert the floppy disk into their computer’s (A:) drive or the flash drive into the USB port.  An icon, green arrow over picture of a flash drive, will appear in the lower right corner of the screen after you insert the flash drive.  “Found new hardware.  Disk drive.” and “Your new hardware is installed and ready to use.” may also display.
· Click on File then Save As.
· Make sure the Save In: box information matches your storage location.  If any other file location is listed, click on the drop down arrow and select 3 ½ Floppy (A:) or Removable Disk (F:).

· Name the document:  ‘Welcome.doc’.
· Make sure Save as type:  is Word Document (*.doc).
· Click Save when steps A-C are completed.
· The file is saved when the blue squares move across the bottom of the screen and disappear.  [Trainer:  Note what happens on the screen at your training location.]
D. Follow steps 7 – 9 to end the exercise.
· Click on the X in the upper right corner to close the program.  This is important.
· Floppy disk.  Press the button beside the (A:) drive to remove the floppy disk when the light near the drive goes off.  OR  
· Remove the flash drive.
(1) Be certain that the document file and other windows are closed.  Click on the flash drive icon on the right side of the task bar which first displays “Safely Remove Hardware”.
(2) A “Safely remove USB Mass Storage Device – Drive (F:) ” button will appear.  (If there is a light on the flash drive, it will still be on at this point.)
(3) Click on the button.

(4) The message “Safe to Remove Hardware ‘the USB Mass Storage Disk’ can now be safely removed from the system.” appears.  The light on the flash drive will go off.

(5) Remove the flash drive.
· Open the file.  Reinsert the disk or drive and reopen word processing.  Then click File and Open, select the location and file name, and click Open.

E. Ask students to close word processing.  Return to PowerPoint (slide 18).
XXIII. Data Storage Devices (slide 18)
A. Brief mention.  E is important.

B. Floppy disks are becoming older technology.  They are susceptible to damage and cannot hold very much data when compared with newer devices.

C. DVDs and CDs look similar but can’t always be used interchangeably.  It depends on the type of drive available on the computer you are using.  Ask a librarian or Computer Lab assistant for help in using a library computer to save your work.

D. Flash drives are small in size and can hold a great deal of information.

E. Never have just one copy of important data.  Backup copies of your electronic documents can be saved on the hard drive of your own computer.  At the library, they can be saved on a floppy disk, a CD-R, or a flash drive.  You can also send them to your e-mail account.
XXIV. Where to Learn More (slide 19)
A. Talk about the availability of software in the libraries, Computer Labs, and Tech Labs.
B. Briefly mention PC signup if important at your training location – knowing barcode and PIN.

C. Promote additional classes offered by HCL:  Your Library & Digital Information as will as the e-mail and internet sequences, and other intermediate classes.  Encourage students to have fun learning to use computers.  Remind them to practice what they have learned and ask for help from a librarian or Computer Lab assistant when needed.
D. Mention where to find other classes – community education, organizations such as Senior Net and the Science Museum, other.
XXV. Class Survey (slide 20 and 21)
A. Ask students to fill out the online Class Survey.  To link to the online survey go to the Public homepage > Events & Classes > Classes > and click on Class Survey in the right sidebar.

XXVI. Thanks for Attending (slide 22)
A. Review slide:  practice, have fun.

B. End the class presentation.

C. Take any final questions.

XXVII. To Trainers:
A. Record class attendance on the Attendance Reporting Form located on the Public Learning & Training Staff Web.
B. Record volunteer hours, if used, or ask the librarian/LTA assistant to record volunteer hours using the method of the host library.
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