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PC Skills at the Pollard Memorial Library 
 
Parts of a Computer 

 Monitor (screen): This displays words, pictures, and videos. 

 Tower (also called case or CPU): This holds the “brains” of the computer—the internal 
hardware, circuits, and memory that allows the computer to work—and ports to plug in 
the monitor, keyboard, mouse, speakers, cameras, etc. 

 Keyboard: You type on the keyboard. 

 Mouse: You use this to click on icons, point to items on the screen, select items, and 
move items. 

 
The Desktop 
You will see the desktop when the computer boots up. You can change the background and 
rearrange the icons. Every desktop can look different. 
 

 
 
  

Icons 

Task Bar 

Start Button System Tray 
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Turning the Computer Off 

 Do not press the power button on the tower to turn the computer off. 

 Click the Windows Icon in the lower left corner of your screen.  

 Select Shut down or sign out.  
 

 
 

Turning the Computer On 

 Turn the monitor on by pressing its power button. 

 Turn the tower on by pressing its power button. 

 You will see the Windows screen while the computer boots up. This may last several 
minutes depending on the age and condition of your computer.  

 The login screen will load if your computer has more than one user account.  

 If your computer only has one user account and you don’t have a password, your 
computer may boot directly to the desktop. 
 

Opening a Program 

 Double-click an icon on the desktop using your mouse OR 

 Single-click an icon in the start menu OR  

 Single-click an icon on the task bar.  

  
 You can have more than one program open at a time. Open one program, minimize it, 

and open another program. You can switch between them by clicking on their icons in 
the taskbar.   
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Windows Programs 
Most windows-based programs have a similar look. 
 

 
 
Saving and Opening Files 
A computer’s filing system is like an office filing cabinet: 

 The computer itself is the cabinet; 

 The drives are the cabinet drawers.  

 The folders contain documents. 
 
To Save 

 Click the File button in the top left corner of the 
screen. 

 Click Save As. 

 You will see the Save As Box. 

Scroll Bars 

Title Bar Ribbon 

Minimize     Resize   Close 

Task Bar 
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 Choose the folder or library to save your document in. 

 Type the title of the document in the File Name Box. 

 
 
To Open a File 

 Click the yellow folder. 

 Double-click the folder or document you want to open. 

 Double-click the file you want to open OR single-click the file and single-click the Open 
button. 

Save As Box 
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Tips 
Computer won’t turn on: Be sure you are pressing the power button on the PC tower and that 
all wires are secure and plugged into working outlets.  
Monitor won’t turn on: Be sure you are pressing the power button on the monitor. Make sure 
all wires are secure and plugged into working outlets. 
Run an antivirus program regularly: This will detect viruses on your computer. You can 
download free programs or purchase and install programs.  
You have a program open but it won’t do anything: If you can move the mouse around the 
screen, the program is frozen. Press the Ctrl-Alt-Delete keys on your keyboard at the same time. 
This opens the Task Manager window. In the Applications tab, click on the program that isn’t 
working, then click End Task.  
If the cursor doesn’t move when you move the mouse and no words appear on the screen 
when you type, try Ctrl-Alt-Del first. If after a few minutes the Task Manager doesn’t open, 
press and hold the power button on the tower until the computer shuts off, about 30 seconds. 
Wait 30 to 60 seconds before pressing the power button again to turn the computer on.  
 

 
 

  

Task Manager 
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Vocabulary 
 
Boot up: To start up the operating system of a computer. 
CD or DVD Drive: Allows you to insert and play CDs or DVDs. ALL DVD drives can read CDs. 
Some drives allow you to ‘burn’ (make a copy) of the disk. 
Close Button: Looks like an X. Clicking on this closes the program.  
Control Panel: A shortcut to a menu of tools and tasks that you can perform on your computer.  
Cursor: A blinking vertical line. Keys pressed on the keyboard will place letters wherever the 
cursor appears.  
Desktop: The screen you see once Windows has loaded. It shows icons, the Start button, the 
taskbar, the system tray and the mouse pointer.  
Documents: A shortcut to the documents that you saved. Example documents: Word, Excel, 
pictures, etc. 
Hardware: The physical components of the computer.  
Icons: A picture representing a program, file, or action. Clicking an icon will open the program 
or file. 
Local Drive: Usually called the C: drive. The main hard drive of your computer and where most 
programs will be installed.  
Minimize Button: Looks like a hyphen. Clicking this keeps the program running but hides it.  
Operating System: The main program that starts as soon as the computer is turned on. It 
performs basic tasks so that the computer’s hardware and software function correctly. 
PC: Personal computer. 
Pointer: Looks like an arrow, hand, or capital I. Clicking the mouse selects whatever is beneath 
the pointer. 
Ports: Allow you to plug in external devices such as computer speakers, headphones, 
microphones, mouse, keyboard, camera, printer, Ethernet (Internet connection), etc. 
Power Button: Button on the tower that turns on the computer. It will be illuminated when the 
tower is on.  
Resize Button: Looks like a hollow box. Clicking on this enlarges a program so that it fills your 
screen or reduces the size of the program so that you can see part of the desktop or other 
programs.  
Ribbon: Contains icons that allow you to format and edit in a program. 
Scroll Bars: On the right and the bottom of the window. Allow you to scroll if the program is too 
big for the screen.  
Software: Programs that run on your computer, like Microsoft Office.  
Start Button: An icon you click to get the Start and to turn off your computer.  
Start Menu: A menu that lists programs, shortcuts to folders, the Control Panel, and the devices 
connected to your computer, and the shut-down button.  
System Tray: contains the clock and internet icons. It also has icons for other system tools.  
Task Bar: Shows icons for any open and minimized programs. 
Title Bar: Top bar of the window. It displays the name of the program. 
 


