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1. Getting Started 

 Introduction to Personal Computers 
 Identify Computer Components 
 How the Computer Works 
 Start the PC 
 Log On and Log Off Your Workstation 

 

2. Using a Personal Computer 

 Explore the Windows XP Desktop 
 Use the Taskbar and the Start menu ages 
 Work with an Open Window 
 Minimize, Maximize, Restore 
 Move and Resize Windows 

 

3. Working with Windows XP Programs 

 Use Help 
 Launch Windows XP Programs 

 

4. Using the Internet 

 Brief History of the Internet 
 Overview of the Internet Explorer Application Window 

 

5. Displaying Web Sites  

 Open Web Pages 
 Follow Links 
 Adding Links to the Links Toolbar 
 Bookmark Pages as Favorites 
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Icons 

Start 
Menu 

 

Quick Launch Toolbar    Taskbar      Notification Area 

Window Border   Scroll Bar 

 Control Menu Menu bar    Title Bar 

Close  
Maximize/Restore 
Minimize  
 

Windows Desktop 

  
My Documents Provides you with a convenient place to 
store documents, graphics, or other files that you want to 
access quickly. 
My Computer Use this folder to quickly see the 
contents of your hard disk, CD-ROM drive, and mapped 
network drives.  
My Network Places Displays all the shared 
computers, printers and other resources on the network to 
which your computer is connected. 
Recycle Bin The Recycle Bin stores files deleted from 
the hard drive, until you empty the bin. If you want to 
retrieve an item that you have deleted, look in the Recycle 
Bin. 
Internet Explorer Using an Internet connection and 
Internet Explorer, you can browse the World Wide Web. You 
can also browse the HSC’s Intranet Home Page.  
Taskbar The Taskbar appears at the bottom of your screen. 
The Taskbar contains the Start button, which you can use to 
quickly start a program, find a file, or access Help.  

 

 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Control Menu Click to open the menu and view its 

items. 
Title Bar The horizontal bar at the top of the 

window contains the name of the 
window. Drag the Title Bar to move the 
window. 

Minimize Click to reduce a window to a button on 
the Taskbar. 

Maximize/Restore Click to enlarge a window to its largest 
size. Click again the restore the window 
to its previous size. 

Close Click to close a window. 
Window Border Drag the border to change the size of the 

window. 
Scroll Bar Drag the scroll box to view more areas in 

the window. 

Ctrl + Alt + Del 

Besides using [CTRL ALT DEL] to log on the computer, pressing 
these keys while logged on will open the Windows Security dialogue 
box. In this window, you will find options to: lock computer, log off,  
shut down, change password, or open the Task Manager. 

 

Keyboard Shortcuts 

Use shortcut keys as an alternative to the mouse when working in Windows. 
Keyboard shortcuts may also make it easier for you to interact with your 
computer.  

Switch between open items Alt + Tab 
Exit the active program  Alt + F4 
Toggle full screen in Windows Explorer, Internet Explorer F11 
Display the Start Menu Ctrl + Esc  
Accessing Help F1 
Refresh current window F5 
Move to next field Tab 
Open a menu Alt + underlined letter 
Close a menu Esc 
Undo Ctrl + Z 

Using Help 

From the Start menu select Help and 
Support. 
Click a topic on the left side or; 
In the Search box, type in the word or 
phrase depicting the topic you want 
help on. 
 
Click the desired topic from the search 
results on the left side of the window 
and view the contents on the right side. 
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URL Address Bar 
Toolbar

Title Bar
Menu Bar

Web Page

Internet Explorer Application Window Common Icons 

 

The Back Button takes you back 
to the web page that you just left. 

 

The Forward Button will take 
you to the site you were looking 
at before you went "back". 

 

The Refresh Button will reload 
the current web page from the 
original website rather than 
loading the page from the cache. 

 

The Stop Button will stop the 
downloading of information.   

 

 

The Home Button will take you 
to your default starting web 
page.  This page can be set up to 
be any page on any website.   

 

 Search Methods 

 

The Search Button loads a 
page with a selection of search 
engines. On the screen is a listing 
of more search engines, e.g. 
Google, Lycos, and others. 

 
Favorites 

The Favorites Button is a series 
of bookmarks that allow you to 
store pointers to your favourite 
websites so that you can easily 
re-visit them at a later date. 

 
History 

The History Button allows you 
to look back on where you’ve 
been over the following periods:  
2 Weeks Ago, Last Week, 
Yesterday and Today.   

Wildcard * The asterisk replaces represents many characters in the position where the asterisk was 
placed.  For example:   
vacation* will find  any words starting with “vacation”  
*vacation will find any words ending with “vacation” 
*vacation* will find any words with the text “vacation” in it anywhere 

Phrases “  ” Place text within quotation marks to find exact phrases. 

Boolean Logic AND indicates that you must retrieve sites that have both of the words in them 
OR indicates that sites with either word are of interest 
NOT indicates sites must not contain the word immediately following 

Case Sensitivity Some search engines are case sensitive if the first letter of a place or name is capitalized.  
In general it is best to search in lower case letter.   

Search Engines Using different Search Engines such as Google, Hotbot and AltaVista will give you different 
search results.  

 
Mail 

The Mail Button allows you to 
access your email application 
program. 

Popular Websites 

 

The Print Button prints the web 
page you're looking at. (Be sure 
to check Print Preview first to 
save paper and money-see 
below.) 

Keyboard Shortcuts 

www.canadian-health-network.ca Good website for evaluating health information 

www.pubmed.com Best-known medical database.    

www.research.aarp.org/ageline/ Good coverage related to aging and geriatrics 

www.cancerweb.ncl.ac.uk/omd Online Medical Dictionary 

www.infospace.com Phone Directory which includes a reverse lookup feature that 
allows you to enter a phone number or address and find out 
who called or lives at that location 

www.canadapost.ca To find Canadian postal codes 

www.gov.mb.ca/health/index.html Provincial Department of Health 

Tidbits 

Looking at web addresses will give some idea of where the information is coming from: 

.com - are generally commercial sites from for-profit agencies 

.edu - are educational facilities (although this holds true only in the US)  In Canada, government, 
educational and non-profit sites usually have geographic addresses:  eg:  www.gov.mb.ca or 
www.umanitoba.ca  

.org - originate from non profit organizations or associations 

.gov - are government sites 

Print Ctrl + P 
Help F1 
Toggle between full-screen F11 
Go to the next page Alt +  
Go to the previous page Alt +  
Move to the start of a page Home 
Move to the end of a page End 
Find (on this page) Ctrl + F 
Refresh current web page F5 
Stop downloading a page Esc 
Open a new internet window Ctrl + N 
Close current window Ctrl + W 
Open the Favorites bar Ctrl + I 
Select text in Address bar Alt + D 
Add current page to Favorites Ctrl + D 
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Hardware Components   

Physical components or parts of the computer that you can see and 
touch such as the CPU, disk drives, keyboard, mouse, printer. 
 
 
Software Components 

Instructions that enable the computer to perform a task. There are 2 
types of software: 
 Operating System Software (such as Windows XP) works in 

the background to start your computer, creates a working 
environment and sets the rules for how the computer and 
application programs work together. 

 Application Software (such as Word, Excel, PowerPoint) 
perform specific tasks, such as writing a letter, producing a chart, 
or creating a presentation. 

 
Cycle of four basic computer activities 

Input: Information or data that goes into the computer though an 
input devise such as a keyboard, mouse, and video camera. 

Processing: Central Processing Unit (CPU) is a tiny electronic chip 
that interprets data and executes instructions. 

Output: Information processed by the CPU that flows out of a 
computer, to an output devise such as a monitor or printer. 

Storage: Information that will be used later and can be transferred to 
a storage device. 

 
Log In  

1. Press [CTRL] + [Alt] + [Del]. 
2. Type in your username, and then press tab. 
3. Type in your password, and click OK or press Enter. 
 
Log Out 

Do one of the following: 
1. Click on the Start button 
2. Click on Shut Down 
3. If necessary choose Shut Down from the dropdown menu 
4. Click on OK 

-OR- 
1. Press [CTRL] + [Alt] + [Del]. 
2. Click on Log Out. 
3. Click on OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Changing the Password 

1. When prompted to change your password click on Yes 
2. Type in a new password (minimum 8 characters and cannot start 

with a number).   
3. Press Tab to move to the next text box 
4. Retype the same password 
5. Click OK 

 
 
Minimize, Maximize, Restore and Close a Window 

 Minimize: Reduces a window to a button on the 
taskbar. 

 Maximize: Makes the window expand to the size of the 
Desktop 

 Restore Down: Restores a window to its previous size 
 

 
Close: Closes a window 

 
Move and Resize Windows 

 To move a window, point to the Title Bar of the window, press and 
hold down the left mouse button and drag it to its new location. 

 To resize a window, place the mouse pointer on any border or 
corner and when the mouse pointer becomes a two-headed 

arrow , drag the window’s border or corner until it reaches 
the desired shape and release the mouse. 

 
Switch Between Windows 

 Point to the taskbar and click on the window to restore. 
 
Start an Application 

Choose Start → All Programs and choose the desired program  
      -OR-  
Double-Click on the desired program icon on the desktop 
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Exercise 1  

1. Open My Computer and maximize if necessary. 

2. Click on the Restore button to restore the size of the My Computer window.  Size the borders so that the window 
takes up about half of the Desktop. 

3. Move the My Computer window by dragging it to a new location on the desktop. 

4. Minimize My Computer.  Restore My Computer from the Taskbar. 

5. Open the Recycle Bin. Maximize the Recycle Bin window if necessary. 

6. Switch to the My Computer window by clicking on it on the Taskbar. 

7. Switch to the Recycle Bin window by clicking on it on the Taskbar. 

8. Restore the Recycle Bin.  Close the Recycle Bin. 

9. Close My Computer. 

 
Exercise 2  

1. Close any open windows.  Open the calculator by clicking on Start and pointing to Programs, Accessories and 
clicking Calculator. 

2. Do several calculations with the Calculator. 

3. Minimize the Calculator. 

4. Click on Start and open the Paint program by pointing to Programs, Accessories, Paint.  Maximize Paint. 

5. Restore the Calculator by clicking on it on the Taskbar.  Switch back to Paint by clicking on it on the Taskbar.  Close 
Paint. 

6. Close the Calculator. 


