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1. Press the windows key. 

3. Click on the option Microsoft Word. 

4. Word will launch. If you do not see a blank 

page on the screen, choose the blank option 

for creating a new document.  

 

5. Begin typing randomly on the keyboard. 

Don’t bother with actual spelling or writing, 

just type randomly! Wefl;ier;jkls;jkl jiejklsjkl;we4jhkv  4krjhklsd 

5djlhvioy iejhk 58sdjhkdsjk KLJ ASDJHKL 

adkl adyijk jhksdaiorjhkajkvnajklajhkld   

 

-Your name here 

Activity Sheet: Computer Basics 

ACTIVITY #1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ACTIVITY #2 

Examine physical components of desktop and laptop.  

 

ACTIVITY #3 

Answer the following questions. 

1. Where might you go to find assistance with a question about your computer? 

 

2. Where do you go to browse for files in your computer? 

 

3. Where can you go to adjust your computer’s time? 

 

4. How do you close a program or window? 

 

 

2. Type word into the search bar.  Press Enter. 

Clearly a great work of literary art. 
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ACTIVITY #4 

Follow these steps to Restart your computer: 

1. Use the mouse to access the Start menu 

2. Click the arrow next to the Shut down button, and then click on the Restart option 

 

ACTIVITY #5 

Follow these steps to create, save, and access a file: 

1. Open Microsoft Word and type the following sentence, “I’m so excited to learn about computers!”  

2. Click File > Save As 

3. In the new window, double-click on the word Computer 

4. Scroll until you locate the Desktop icon on the left side of the window; when you see it, click on it 

5. Click in the File name box and type the word Computers  

6. Click the Save button, and then close the program 

7. Find the icon called Computers on your desktop; double-click on it to open your file 

 

ACTIVITY #6 

Follow these steps to create a folder and move a file into it: 

1. Minimize all applications and use your mouse to right-click on the Desktop 

2. Without pressing any buttons on the mouse, move it down to New and right to Folder, then       

left-click to select it 

3. Type Computer Basics and press the Enter key to save the changes 

4. Use the mouse to left-click on the Computers file you created in Activity #4 

5. Without letting go of the button, drag the file on top of the Computer Basics folder you just created 

6. Release the left mouse button and double-click on the folder to open it; you should see your 

Computers file inside of it 

Follow these steps to rename a file or folder: 

1. Use your mouse to right-click on the Computer Basics folder on your Desktop 

2. Without pressing any buttons on the mouse, move it down to Rename, then left-click to select it 

3. Type Practice Folder and press the Enter key to save the change 

 

 


