A Copy of this can be downloaded and kept by new student.  Download available on the BRC STUDENT RESOURCES WEBSITE.  Save paper by printing as a booklet!


INTRODUCTION TO 
USING THE MOUSE AND THE WEB
These first activities will give you some basic knowledge about the mouse and how you can use it. You will use the skills you gain from this activity in future sessions.

Things you will be get a basic understanding of:

· How to Login and logout securely
· How to hold a mouse
· How to sit safely at a computer
· Get a little familiar with the keyboard
· Identify standard icons
· Using mouse buttons properly
· Starting a Web browser
· How to search for a website
· What a web address is

· Using a Website
· How to identify and use links 

· How websites are put together
· What scrolling is and how to do it

· How to identify and use text boxes, drop down menus, scroll bars, check boxes and radio buttons
· Identify and using the menu bar
· Understanding windows

· Printing
· How to shut down safely

Don’t worry about making mistakes!

You cannot do anything to damage the computer you are using!
Never be afraid to ask questions about anything you are not sure of.

Feel free to ask anything about words or things you might have seen or heard about computers.

LOGGING IN
Computers are information machines. They are used to store, transmit and process information.

Information stored and processed by computers and computer systems is often sensitive or personal.

Think about when you go to the doctor, your bank, Jobcentre, college or the library.  They all use computer systems and they all store private information about you and other people.  

Your employer will store information about you on a computer system. 

Organisations store lots of information about people on paper records and in computer systems. 

They also store lots of information about the organisation such as accounts and financial records, designs and planning, letters and e-mails. 
This type of information is often kept private. Only employees who need the information to be able to do their job are given access.  

To protect paper records you can use locked filing cabinets and give keys to people who need to see or change the information on the records.
· Directors will have access to all information in the company
· Managers have less access than directors – usually everything in their department
· Lower level employees will only see information about their department – enough to do their job 

· People who do not work for the organisation will not have access to sensitive company information.


When using a computer system a system of names and passwords are used to protect information (data)
Often when you wish to use a computer at a learning centre you will be required to login. 
The login procedure in a learning centre is the same as the login procedure that is used within any organisation.  Login procedures protect information.
To understand why you need to login, imagine for a moment: 

John has just started a new job. He is working for ABC Distribution Ltd.
Part of his job is to use the computerised stock control system in the warehouse.  He also does some extra work in the office on another computer.  All of the computers in the company are linked together. John is allowed to use any computer in the building.

On his first full day he needs to check the computer system to find out about deliveries that are coming today from another warehouse. 

The computer is already switched on. When he looks at the screen he sees this:
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At first John doesn’t know what to do but then he remembers something from his induction day…
On induction day each of the new employees were given a username and a password so that they can use the computer systems.

He goes to his bag and finds this card. He received the card on his induction.
ABC Distribution Ltd

New Employee Access Details

EMPLOYEE NAME: John Smith


Employee Number:
123986




USERNAME:

johnsmith109



PASSWORD:

ntnwd1472
IMPORTANT

MEMORISE THIS INFORMATION THEN DESTROY THIS CARD
DO NOT SHARE THESE DETAILS WITH ANYONE

He then goes back to the computer.  He types in his username and password.

The username appears on the computer screen but the password is hidden.
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He then uses the mouse to move the mouse pointer to CLICK the OK button.
The computer system then gives him access so that he can do his work.



When you receive a USERNAME and a PASSWORD you are being given permission or authorisation to access the computer system.
If you work for a company or organisation and part of your job is to use a computer system you may be issued with a username and password.
You can think of it as similar to having a bankcard (username) and PIN number (password)

EXERCISE 1 - ACCESS THE LOGIN SCREEN
1. Look at your computer screen.  If you do not see this then ask your tutor for help.

[image: image3.png]@ Press Cirkalt-Delete to begin.

Reauiing tis ey combination at startup helps keep yaur
camputer secure. For more infarmtion, <lck Help.





2. Notice the message on screen. 

Press Ctrl-Alt-Delete to begin
To access the login screen you must press 3 keys on the keyboard.
3. Locate the Ctrl key. It is at the bottom left of the keyboard. Don’t press it yet.

4. Locate the Alt key. It is 2 keys to the right of the Ctrl key. Don’t press it yet

5. Locate the Del key. It is at the bottom right side of the keyboard. Don’t press it yet
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6. Use two fingers of your left hand to hold down the Ctrl and Alt keys…
7. Keep your fingers pressed on Ctrl and Alt.  Tap the Del key using a finger on your right hand. The screen will change to look the same as the picture below.
8. Check that your screen looks like the picture below.  If you do not see this, then keep trying!
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At BRC we have simpler login procedures. You do not have your own username and password.

On your screen the USERNAME will already be filled-in.

At BRC we do not have the resources to give each new student their own unique username.  
Instead, each of the 11 computers has been given a fixed username. 

Each computer has a username that begins with brc followed by a number. 
(e.g. brc1, brc2 and so on up to brc11)

The password will be the same as the username. In the picture shown above, the user name is brc1.  The password will also be brc1.
While you were reading, the screen may have changed back to this one: 
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Don’t worry.   Simply use the Ctrl, Alt and Del keys like you did earlier.  Make sure your screen looks like this before you continue with the next exercise.
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EXERCISE 2 – ENTER THE PASSWORD
As mentioned before, the password to access computers at BRC is the same as the user name.   There is no sensitive information on learner computers
1. Using the keyboard type the letters and numbers of the password.

2. Notice that as you type the password, black dots appear on the screen in the password box. This is normal. Passwords are always hidden.
3. Check that the number of dots on screen matches the length of the password.
4. If you think have made a mistake use the backspace key to erase what you have typed.  Type the password in again.
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5. Using the mouse move the screen pointer so that it is on top of the OK button.
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6. Press (click) the LEFT mouse button once.  If nothing happens try again.
7. You may see this message appear:

The system could not log you on. Make sure your username and domain are correct, and then type your password again.
If you see the message shown above then you made a typing error when you entered the password.  

Click on the OK button to retry from step 1.
8. You should see the screen change if you have done everything correctly. You are now logged in to the computer system.
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What you will see if you have logged in correctly

WELL DONE!!


INTRODUCTION TO THE DESKTOP

When you have successfully logged on to a computer you will be greeted by the DESKTOP.

The desktop is what you see on your screen now.  It’s just like a real desktop. It is a workspace.  On your screen you should be able to see something like one of these pictures.
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Windows XP desktop with untidy icons
Windows Vista / Windows 7 desktop with tidy icons
You might have a desk at home. Think about the things that you might keep on a desk…  Things that you want to have at convenient, easy reach because you use them often.  Maybe pens and pencils, scissors, a pencil sharpener, rubber, sellotape, a notepad, a stapler… and that pile of papers and letters you didn’t sort out yet.  

The things you don’t use so often you keep in a drawer or on a shelf.  You can get them when you need to.  Getting things from a shelf or drawer takes more time.  
The on-screen desktop is used in just the same way. The things that you use most often are kept in easy reach on screen.  

Look at the pictures above - you will notice that the on-screen desktop shown on the left is untidy whereas the one on the right is quite neat.  
The little things you can see scattered across the screen are called ICONS.  On computer screens; Icons are used to represent things such as pieces of work, storage areas and software. (ask you tutor to explain what software is if you aren’t sure)  

The icons on the desktop are quicker and easier to use. They are convenient for the people who use the computer. It’s just like having things easily available on a real desk!
MEET SOME ICONS YOU WILL BE GETTING TO KNOW
You don’t need to understand what all the icons on your screen are for yet.

During your course you will mostly use only 2 icons. 

See if you can find these 2 icons.  If you have trouble finding them, then ask your tutor to help.  
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A Word Processor - Microsoft Word
A Web Browser – Internet Explorer

Sometimes other students remove icons by mistake.  A tutor can replace any missing icons.
The icon on the left is used to gain easy access to a Word Processor.
A Word Processor is a type of SOFTWARE. A word processor is used to prepare and print documents.  In the past, people would use a typewriter.  Word processors are much easier to use than typewriters and have many more features.
The icon on the Right is used to gain easy access to a Web Browser.
A Web Browser is another type of SOFTWARE. A web browser is used to access websites and the internet.  You will be using the web very soon. 

During your course, you will use the web browser and word processor.  That is why the icons are on the desktop.  You can find and use them quickly.
LAUNCHING A WEB BROWSER

1. Using the mouse, move the screen pointer to this icon.  [image: image15.png]



2. Press the left mouse button once.  Notice how the icon changes colour.

3. On the Keyboard, press the ENTER key.

4. You should see a new WINDOW appear.  You have started the web browser.

5. On screen you will see a website.  It should be the Google website.  If you do not see a Google logo, then ask your tutor to demonstrate this to you.

FINDING A WEBSITE

Websites are online publications.  Publications are about sharing information with lots of people.  Today you will use a learning website.  The website contains some webpages that you can use to help you learn how to use the mouse and on-screen controls.
The World Wide Web has many millions of websites. Every website has a web address. Web addresses are often complex and difficult to remember. You may have seem some like this www.bbc.co.uk or www.toyota.co.uk or jobseekers.direct.gov.uk
Today you will be making use of a learning website that is provided by Palm Beach County Library Service in the USA.  The website is called Mousing. 
To access the tutorial you must first find the website.  
At the moment you are looking at the Google website.  Google is a search engine – a type of website that you can use to find other websites.
You can use a search engine such as Google to find other websites – if you are not sure about the website address. To use a search engine website, you must provide some keywords that the search engine can use to find suitable websites.
Ask your tutor to demonstrate how to find websites:
· with a search engine

· with a web address

After the demonstration you should be able to find the website yourself with the instructions on the next page. If you are not sure ask your tutor to show you again.

1. Using the keyboard, type these words:

mousing palm beach
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2. Using the mouse, move the on-screen pointer to the on-screen button Google Search
3. Press (click) the left mouse button once.

4. Check that the screen looks like this now.  If the screen looks very different, then retrace steps 1 - 3.
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Palm Beach County Library System Mousing Tutorial
‘Atutorial to help beginning computer users leam how to use a mouse.
waw phelibrary.org/mousing/ - United States - Cached - Similar =z

Mousing Around: Games!

Games! Mousing Around mouse. Practice your mouse skils with some of these intemet
games ... Palm Beach County Library System Home page

www phelibrary.org/mousing/games htm - United States - Cached - Similar

8 Show more results from www pbelibrary org

Bethesda by the Sea - Episcopal Church. Palm Beach. Florida - BBTS org
Bethesda by the Sea - Parish News - Palm Beach. Florida. Lent and Easter Schedule 2010 -
Click here to view the schedule. Funeral Senice - Shawn McGuire's ...

www.bbts.org/ - Cached - Similar

Bethesda by the Sea - Church Mouse Resale Shop - Episcopal Church
26 Oct 2009 ... Opened in 1970, The Church Mouse Resale Shop, located at 378 South
County Road in Palm Beach. is sponsored by The Episcopal Church of ...
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5. Find the link for the learning website. Be sure you have the correct link. 

6. Click on the link.
7. You should be able to see the screen shown here.
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Palm Beach Couty,

The Palm Beach County Library System presents this resource to help beginning computer users become familiar with using
amouse

From this page, you can jump to the Mousing Around tutorial, to the mousercise exercises, or to the practice games.

Press the "Enter” key on the keyboard to begin the tutorial.

The Mousing Around tutorial was originally based on the New User Tutorial created by The Library Network (TLN) Technology Committee.

Done. © Internet





8. Click on the link:   Mousing Around
9. Follow the instructions on the screen.  When you have completed the tutorial you will be see a certificate on screen.
10. Ask you tutor to help you print out your certificate.

PRINTING YOUR CERTIFICATE

Your tutor will have guided you on how to print your certificate.  It may have seemed difficult to print. Sometime in future you will want to print thing from web pages. 

Some things you should know:
· Web pages are designed for screens.

· Web pages contain lots of things that aren’t useful on a printed page, such as links and buttons
· A webpage is a different shape to A4 size paper.  
All these things mean that printouts from websites often look strange or ugly.

Many websites provide a special version of web pages just for printing.  It’s usually called a printable version.
LOGGING OUT

When you have finished a session using a computer you should log out or log off.  You should always log out to make the information on the computer secure.  

The next person who wishes to use the computer must have a username and password.

The method to log out is different depending on the version of the operating system on your computer.  

Some computers have Windows XP operating system and some computers have Windows Vista or Windows 7.  

Ask your tutor about which version is on the computer you are using.
IF YOU ARE USING WINDOWS XP READ THIS 

GO TO THE NEXT PAGE IF YOU ARE USING WINDOWS VISTA
1. Close all the on-screen windows
2. Click on the Start Button.  The Start Button is in the bottom left corner of the screen. 
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 Windows XP Start Button
3. The Start Menu will appear above the Start Button
4. Look at the Start Menu.  Locate the Log Off option.

5. Click on Log Off.

6. When you are asked if you are sure; click on Log off to confirm. 
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You will be taken back to the login screen.

Well done. You have completed your first session.

IF YOU ARE USING WINDOWS VISTA

1. Close all the on-screen windows
2. Click on the Start Button.  The Start Button is in the bottom left corner of the screen
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 Windows Vista Start Button
3. The Start Menu will appear above the Start Button
4. Look at the Start Menu.  Locate the arrow. A second menu appears.
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   Windows Vista Start Menu
5. Click on the log off option.
You will be taken back to the login screen.

Well done. You have completed your first session.

Make sure your tutor gives you these 2 things to take home 

a) A copy of this worksheet
b) FIRST LESSON NEW COMPUTER JARGON
REVISION QUIZ:  
Do this quiz at home and bring it back to your next session!
Why are there log in procedures?

	a) To make computers hard to use

b) To prevent unauthorised use
	c) Computer safety

d) To test if you know how to use a computer


What 3 keys do you use to access the login screen?

	a) Space

b) Ctrl
	c) Alt

d) Delete (Del) 


What is the desktop?

	a) A window

b) Something to click on
	c) The whole of the screen

d) What the computer is on


What are icons?
	a) websites

b) keys
	c) works of art

d) Convenient symbols on the desktop 


What is a web browser?

	a) Software used to look at websites

b) Software used to write letters
	c) Book about spiders

d) An icon


What is a word processor?

	a) Software used to look at websites

b) Software used to write letters
	c) A dictionary

d) The keyboard


What is a website?

	a) A book

b) A link
	c) A publication on the world wide web

d) The internet


What is a web address?

	a) Google
b) Something you can type in to go direct to a website
	c) A post code
d) An e-mail address


What is a search engine used for?

	a) Make websites

b) Logging in
	c) To learn how to use the web

d) To find websites


What are printable versions?

	a) A book that you print
b) Something that you write on
	c) A special version of a webpage that is more suitable for printing on paper
d) A word processor


What should you do when you finish a session?

	a) Switch the computer off

b) Log in
	c) Make a cup of tea

d) Log off
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