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Pocket Professional: Computer Basics Boot Camp 

 
Computers have found their way into nearly every aspect of daily life 

since early personal computing machines came to be. From the Apple II 

in 1977  to the explosion of mobile phones and tablet computers of the 

21st century, it is impossible to ignore the technology’s usefulness and 

influence on the world.  

 

This guide is designed to help new and beginner computer users better 

understand how computers operate and introduce how one can use 

them. 
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TERMINOLOGY 

Computer An electronic device used for storing and processing 

data. 

Desktop The main display area on a the computer screen. 

Shortcuts Small, graphical representation of computer 

programs.  

Start  

Menu 

The central launching point for programs and tasks 

on a Windows based computer. 

Taskbar A long strip at the bottom of a desktop used to 

quickly  

access programs and switch between open tasks. 

System Tray A small area on the taskbar reserved for system  

functions. 

Window An area that displays information for a specific 

program. 

Monitor A display for images and software. 

Hardware The touchable components of a computer. 

Software The programs used to complete tasks with a 

computer. 

Flash Drive A pocket-size data storage device for saving 

electronic files. 
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TERMINOLOGY 

Keyboard 

Monitor 

Tower (case) 

Mouse 

Tower The main unit where internal computer components are 

housed, also called the computer’s case. 

Desktop 

Computer 

A computer with a separate monitor, keyboard, and  

processor. 

Laptop  

Computer 

A computer with a monitor, keyboard, and processor in one 

unit. 

Tablet  

Computer 

A small device with all of the computer components in one 

unit, used for quick and mobile access to computing. 

File Sets of data saved to a computer for later use. 

Folder Contains files and other folders for organizing data. 

Hard Drive The main storage device of a computer. 

Memory The capacity of data (measured in bytes) a computer can 

process at any given moment in time. 

Operating 

System  

The main software program that manages all data and tasks 

processed by the computer (e.g.: Windows, Mac OS, Linux). 

GUI The Graphical User Interface is used to display all windows 

and programs on a computer. 

CPU The Central Processing Unit is the processor inside a  

computer used to handle data and programs. 
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Think of the computer like an office. You, the user, are the 

manager of the office.  

 

The operating system is your secretary. It ensures that everything 

needed to run the office goes smoothly. The operating system is 

always at work, but doesn’t bother you with every last detail. 

 

Hardware is all your office supplies. There are many supplies 

needed to run an office and you will use some of them, but your 

secretary (operating system) handles the rest. 

 

Software are the processes and communication in your office. You 

might dictate a memo, receive phone messages from your 

secretary, or ask employees to complete tasks. This is how 

software works. Giving commands (such as a mouse-click or typing 

on the keyboard) tells the computer what to do and what to 

process, but without software none of that will happen. 

 

Hard drives are the file storage of your office. There is only so 

much space in each filing cabinet to hold files and folders of data 

and information. Eventually you will reach the limit and have to 

move the files elsewhere or get more storage space. 

 

Memory acts as your employees. There are only so many 

employees in your office and they can only handle so many tasks 

at one time. The only way to start new tasks or increase 

productivity is to complete or stop older tasks or get more 

employees (expanding memory). 

DIGGING DEEPER 
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UNIVERSAL SYMBOLS 

Power The power symbol is found on power  

buttons with desktop computers, laptops, 

and some phones and tablets. Often the 

button is accompanied by a  small light  

indicating if the device is on or off.  

USB The Universal Serial Bus symbol indicates a 

USB port for devices that work with  

computers (such as keyboards and mice).  

Its name comes from the fact that it is a very 

versatile technology that can be used with a 

very wide array of devices. 

 

Wireless The wireless symbol indicates wireless  

internet, or WiFi, connectivity. It is used to 

indicate when wireless internet is available 

and/or currently connected.  

Bluetooth Bluetooth is a form of wireless connectivity 

for peripheral devices such as mice,  

keyboards, headphones, speakers, or even 

printers. Unlike the wireless symbol, this 

does not indicate wireless internet  

connectivity. 

 

Windows The windows key appears on windows based 

computers and laptops. It is used to quickly 

access the start menu.  

Command 

(Apple) 

The command key has historically  

appeared on Macintosh (Apple) based  

computers and laptops. It is used to  

quickly access command functions. 

 

Save  The save icon indicates saving data to a file. 

Existing files will be overwritten with new 

data changes while new files are created 

when a file is not currently being edited.  
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In a program such as Microsoft Word, you can create files, save 

them and open them later for review or editing. 

 Open Microsoft Word and type in your text 

 Click File > Save As 

 In the new window, double-click Computer 

 Select the location where you would like to save your file  

(ex: Desktop) 

 In the File Name box, enter a title for your document 

 Click Save and close the program 

To re-open your document at any time, double-click 
the icon. 
 
To move the file, single-click and hold the icon, then 
drag it to the destination (ex: a folder on the desktop). 

CREATE, SAVE, AND ACCESS FILES 
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HOW TO CREATE A FOLDER  

A folder can be created anywhere you want to store files. Some 

folders are pre-created for you, such as “Documents.” 

 Right-click where you would like to create a folder  

(ex: Desktop) 

 Move the cursor down to New 

 Move the cursor over and click Folder 

 Type in the name and press the Enter key 

HOW TO RENAME A FOLDER OR FILE 

 Right-click on the folder 

 Click on Rename 

 Type the new name and press the Enter key 

CREATE AND RENAME FOLDERS 
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THE INTERNET 

“The Internet is a series of tubes!”  

 

Contrary to the above line, coined in 2006 on criticism of then 

Alaskan Sen. Ted Stevens who oversaw regulation of the Internet at 

the time, the Internet is not so easily described. 

 

It originated with the U.S. Department of Defense Advanced 

Research Projects Agency (a.k.a. DARPA or ARPA)  which gave birth 

to a limited connection of computers ultimately called the 

ARPANET. This is where the first internet protocols were born and 

expanded upon until we eventually have it as it is today. 

 

ARPANET was only the beginning. Its creators had planned to share 

this new technology with the rest of the world to create a globally 

connected network of information. What started as a small scale 

concept limited to computer science researchers, yet an immense 

breakthrough in the field, eventually became widely tested and 

validated. 

 

Today the internet spans the globe and we all do our part to 

participate. Every website and piece of information found online is 

the result of another’s efforts to contribute to this vast wealth of 

human knowledge. Networks are everywhere—at the workplace, in 

the home, in coffee shops and cafes. The Internet has left a 

tremendous mark on the advancement of technology and society, 

and will continue to as it evolves for decades to come. 

 

For more information on the history of the internet, we encourage 

you to visit these websites: 

 http://www.internetsociety.org/internet/what-internet/ 

history-internet/brief-history-internet 

 http://www.computerhistory.org/internethistory/ 

http://www.internetsociety.org/internet/what-internet/history-internet/brief-history-internet
http://www.internetsociety.org/internet/what-internet/history-internet/brief-history-internet
http://www.computerhistory.org/internethistory/
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Address 

Bar 

The box where you type a web address (URL).  

Home This is the web page that will first appear when you 

open your browser. Search engines, such as Google, 

can be useful as Home pages. 

Back/ 

Forward 

Clicking the Back arrow will take you to the previous 

page. The Forward arrow will return you to the original 

page. 

Refresh This will re-load the page you are on. Its helpful if the 

page didn’t load properly or if recent updates have 

been made. 

Tab The browser normally opens with one tab that loads 

your home page. Use the same tab to visit other 

websites by entering a URL into the address bar or 

open a new tab to switch back and forth. 

Options/ 

Settings 

Customize your browser or use tools such as Display 

(zoom, font, themes, etc.), History (previous sites 

visited), Print, and more. 

Bookmarks Save sites you visit as bookmarks to quickly access 

them later. 

THE INTERNET 
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TIPS & TRICKS FOR USING SEARCH ENGINES  

1. Use quotation marks to limit results to that exact phrase: 

Ex. “Illinois State Fair” retrieves results with Illinois State Fair in the title 

but not Iowa State Fair 

2. Use connectors AND, OR with keywords to broaden/narrow a search:  

Ex. Chicago AND events, Chicago AND events OR museums 

3. Check the following: 

 Additional pages of results (appearing in number form at the 

bottom of the page). 

 Helpful hints from the Search Engine, like “Also try,” or 

“Searches related to.” 

4. Review results carefully before clicking on a link to be sure it is the best 

match for search. Most will display paid ads first. 

5. Try to use websites that begin with an https:// or display a lock icon, for 

added security. 

6. Make sure you have current antivirus software installed on your 

computer. 

7. Keep software programs and apps updated to the most current 

versions. 

8. Create strong, unique passwords for each website and store them in a 

secure location (NOT in a folder labeled “Passwords”). Strong 

passwords should have at least seven characters, a mix of upper and 

lowercase letters, and contain both a number and a symbol. 

SEARCH ENGINES 
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Packets are the basic unit of information 

transferred throughout the Internet. Packets make 

networks possible. Sending data requires it to be 

split into smaller pieces before relaying it to a 

specific address. It is much like mailing a letter in 

multiple parts, each with its own envelope and 

mailing address. The receiver then assembles the 

full letter to read as one. Computers do this for us 

in the blink of an eye. Without this method of packet switching, 

information would be too bulky to share amongst the wide array of 

devices connected online and computers would fail to communicate with 

each other effectively.  

 

Web browsers allow users to view content on the Internet. Since websites 

and other online ontent is written in programming languages, a web 

browser is necessary to decode these sites and turn them into a form that 

people can read. Common web browsers are Microsoft Internet Explorer, 

Mozilla Firefox, and Google Chrome. 

 

Search Engines such as Google, Yahoo, and Bing are tools for finding 

information on the Internet. These websites use sophisticated 

programming to find and index as many web pages as they can so that 

the information may be accessed by anyone looking for it. 

 

Social Media is a category of websites that 

promote, encourage, and contain many tools for 

online social interaction. Social media has the 

power to reach an incredibly vast and diverse 

audience over a short amount of time. This is why 

businesses, organizations, individuals, and 

celebrities utilize social media websites to connect 

with their customers, fans, and others via the Internet. Even if you are 

completely new to the internet, chances are you’ve encountered or heard 

of some examples such as Facebook, Twitter, YouTube, Instagram, 

Google+, and others.  

ADVANCED INTERNET TERMS AND USE 
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INTRODUCTION TO EMAIL 

Email, short for Electronic Mail, has a long history dating to 1965, where 

early messaging systems were as simple as leaving an electronic note for 

another user when they accessed the computer. Although email as we 

know it today would not come about for decades, it evolved from a time 

when computers were as big as entire rooms and were shared by tens or 

even hundreds of users. Eventually, email was standardized for use on 

networks and the Internet and revolutionized the way people and 

organizations communicate. 

Email is a form of asynchronous communication, which means that  

unlike a phone call, or speaking to someone in person, it does not  

happen in real time. Though emails can be sent and received  

instantaneously, they can be accessed at any time, more than once, and 

replied to at the user’s convenience.  

 

Instead of calling someone or speaking face-to-face, which demands  

immediate attention, less urgent matters can be discussed via email, 

freeing up time and/or increasing productivity. 

 

Today, a number of free email services exist including Outlook (from  

Microsoft), Gmail (from Google), Yahoo! Mail. When signing up for email 

services, always read and understand the terms of use and privacy  

policies. Know what kinds of information may be stored or shared. 

 

Remember that email providers allow you to access your email from  

anywhere with your account name and password. You need to create a  

strong password and keep your information private, so that  

unauthorized users can’t access your email account. 
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SIGNING UP FOR EMAIL 

All email providers require that you create an account and a password. 

The following covers the steps for signing up for a Gmail account. If you 

wish to set up a different account type, such as Outlook or Yahoo! Mail, 

you can make an appointment with the library’s Book a Pro service. 

CREATING A GOOGLE ACCOUNT 

1. Navigate to www.google.com. 

2. Click on Create An Account at the 

bottom of the page. 

3. Fill out the form (shown on right). 

Note: not all fields are required. 

Mobile phone, and Your current 

email address are optional.  

4. Click on Next Step. 

5. Gmail will ask you to verify your 

account via phone. Choose voice or 

text and click Continue. 

6. Once you receive a verification 

code via phone or text, enter it into 

the box and click Continue. 

7. Finally, Google will ask if you wish 

to set up a Google+ profile 

(Google’s social networking site). 

You can click No Thanks. 

You’re done! Click Continue to Gmail to 

get to your inbox.  

Congratulations on your new email  

account!  

See the next page for a form to  

remember your account details. 

http://www.google.com
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EMAIL INTERFACE 

ACCOUNT: _____________________________________________@gmail.com 

PASSWORD: __________________________________________________________ 

Keep this information private and do not share your password. 

Sidebar Account Picture 

Settings 

Search Box Notifications Inbox Tabs 

Available Storage 

Email List 

Terms and Privacy 

Sidebar Contains the Compose button and folders. 

Search Box Search for messages in your account with keywords. 

Inbox Tabs  The default categories that incoming emails are 

sorted into. 

Notifications Shows information about actions you take. 

Account Picture Access account options and to Sign Out. 

Email List The main display of your current email folder. 

Available Storage The amount of storage used and total storage  

available. 

Terms and Privacy Links to Google’s terms of use and privacy policies. 

Settings Customize your account, change your display,  

manage categories, and more. 
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BOOK A PRO 

Book A Pro is a free service to Zion-Benton Public 

Library cardholders in good standing. Cardholders 

may make an appointment for individual  

assistance and instruction on how to use library resources and services. 

Up to two sessions per patron can be booked each month, with each 

session lasting 30-60 minutes. Visit zblibrary.info and click on Book a Pro 

or ask a staff member for assistance.  

Content in this guide was adapted for use at Zion-Benton Public Library.  

Original source material provided by the Gail-Borden Public Library 

Please visit http://www.gailstoolkit.com/ for more information. 

 

NEED MORE HELP? 

TECH TRAINING 

Check our website for information on upcoming classes! Most are for 

beginners and registration is usually required.  

 

TECH HELP 

Staff offer basic computer assistance, including navigating online forms, 

creating documents, and finding websites.  

Monday-Thursday ● 12-8 PM and Saturday ● 11 AM-5 PM  

 

ON TECH BLOG 

Staff provide information relating to technology, including hints and tips 

for making the most out of library resources. Check it out at  

http://zblibrary.info/technology-training/on-tech/. 

 

CONTACT US 

Contact the library’s eServices department with questions or suggestions 

at eservices@zblibrary.org.  

Computer Basics Mouse/Keyboarding Intro to Email 

Internet Basics Download This! Device Advice 

Find It! Online Security MS Office 

Resume Resources Student Resources  


