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Purpose of the Assignment:
This first lab assignment is prepared to help those who have no or very little computer literacy.  This walkthrough is not a sufficient nor complete guide for computer usage but it may be a good starting point.  Following the steps listed below, you will be learning to use some simple yet vital tools of your computer.
Overview:
1. 
Identify major elements of computer system and their basic function 

Hardware - (System unit, Screen, Keyboard, Mouse, Printer), Software - (programs & data), People, Operating Procedures 

2.
Know basic mouse usage 

mouse cursor & its movement, left, right & double click, drag & drop 

3.
Know basic keyboard usage 

usage of shift key to obtain lower/upper case letters, etc., backspace/delete, enter, caps lock, tab, control & alt keys. Text cursor and usage of cursor movement keys including page up/down, home/end. Switch languages. Demonstrate using Notepad. 

4.
Operating system 

its function, name some, logging on/off windows machines in labs. Running programs from Start button, desktop icons, explorer. Switch between running programs using task bar. 

5.
Window usage 

Anatomy. Manipulating windows, minimise/maximise, close, resize. Scroll bars inside window. Menus (direct use & short-cuts), speedbar, status bar. 

6.
Storage media 

basic types and characteristics (hard/USB disks, CDROM's, DVD’s, RAM,) Usage of USB disk. Backups. 

7.
Storage organization 

Devices/Files/Folders, naming & types. 

8.
Usage of Windows Explorer 

format USB disk, browse, create folder & file, rename, run program, open data file for use, delete, move, copy. Selecting multiple items using shift/control. 

9.
Usage of file dialogs, navigation, creating new folders, renaming, deleting, etc. 

10.
Clipboard usage 

cut/copy/paste, via menu & shortcuts 

11.
Printing 

12.
Getting help 

reading and understanding online documentation 

13.
Basic ethics 

keep passwords secret, appreciate that hacking is immoral & illegal, should be polite! 

Computer Literacy
When you turn on your computer, it loads an operating system, which is basically a bunch of programs that help you to communicate with the computer.  The operating system we will be using is WindowsXP.  Those of you, who have used computer before, probably know some features of this operating system.  Others may just follow the steps below and make a good start.  If you get confused, please do not hesitate to get an assistant help you.

1- In labs, you have to login (write down your username and password) in order to begin to use the computer.  Just turn on the computer and wait until it loads the operating system and prompts you enter the username and password that BCC has assigned to you.

2- After you login, operating system loads the environment that enables you to access and use several tools.  This environment is called the desktop.  You can see small button at the left bottom corner of the desktop (screen) which reads start.  That where you can reach most of the tools provided by the operating system.  

3- Click on the start button and keep your mouse cursor on the menu that has appeared.  You will see a list of items.  Some of these items are shortcuts to programs.  Some others (one with a folder icon and a small arrow) are just subcategories in which other subcategories or program shortcuts reside.)

4- You will be mostly shortcuts sitting under the programs submenu.  After you click on the start menu, you can bring your mouse cursor onto the programs submenu to see the shortcuts and the other subcategories.  Program shortcuts have usually special icons and names.  To start a program, click the left mouse button while the cursor on the shortcut.  

5- It is now time to start some test typing.  A very simple tool for this purpose is a program called notepad.  To start using it, click on the start button to open the menu if it is not open.  Using your mouse, move the cursor to the list item reading programs and then to the accessories submenu.  Under that menu, you should be seeing a shortcut with a small blue icon and reading notepad.  Bring your mouse on the icon and click the left mouse button to start the notepad program.

6- After starting the notepad, you will hopefully see a window with a menu on top and a wide white space where your text will go.  You most probably see a blinking vertical line.  That line indicates your current position within the text.  That means when you hit a keyboard button, the character will go to that specific location within your text.  

7- If you have managed to keep up to this point, it is now time to start typing something.  While your notepad window is active (meaning it is on the top of all other windows that might be open), type something and observe that some characters corresponding your typing appears within the white space.  You can move around already typed text by using the arrow keys of your keyboard.  You can do the same thing by the mouse.  Please observe that when you bring your mouse cursor onto the white space, its shapes changes to a vertical small line indicating that you are within a typing area.  By clicking anywhere in the text with your mouse cursor, you can move your position.  

8- You can also select a part of the text.  This can be done by either clicking the mouse button and holding it down while you drag it through the text or by holding down the shift button of the keyboard while you are using the arrow keys.  You can delete selected text by hitting the delete button.  If you simply hit on the delete button while no text is selected, then the character left to your current position is deleted.  Backspace key deletes the character right to the current typing position.

9- After selecting a part of the text you can copy, cut and paste it some other palace.  To do this, just select a part of the text and click on the menu item edit on the top of your window.  Then click on the copy and move your current text position somewhere else.  Clicking again onto the edit menu and selecting paste will put a copy of the selected text into the current position.  Cut does the same thing but it also removes the original text.

10- After experimenting the operations below, you should try to save your text.  If you close notepad, without saving it you will lose everything you have written.  To save the document bring your mouse cursor onto the menu on top of the notepad window and click on where it reads file.  You will see a small menu extending downward.  There, you are provided with several functions like new, open.  To save the document bring your mouse cursor onto save and click.  You will probably get a small window warning you that you are allowed to save your file into H:\ drive, which is your home directory.  After getting rid of this window, you will get another small window titled save as.  By using this window you can select the drive into which you will save your file, and the name of the file.

11- The last step for you to complete this walkthrough is to learn something about managing your files.  In order to do that you need a tool.  This tool is called Window Explorer which can be launched by again using the start menu.  Just come to programs submenu and locate Window Explorer shortcut.  Clicking on the shortcut, will start the Window Explorer.  

12- After you start Window Explorer, you will see a window which has two smaller windows in it.  The window on the left usually shows the drives and folders (which are nothing more than special files which can hold other files.)  By clicking on a drive or a folder icon, you will see the content of it on the right sub window.  Click on the your H:\ drive icon to see the file you have just saved.  By using the Window Explorer, you can delete, copy, and rename your files and folders.  As an exercise, just click on the file menu and bring your mouse cursor onto new and then click on the folder.  This will create a new folder.  You can give a name to your folder.  After creating your new folder, select the text file you have saved by clicking on the name of it once.  While it is selected go to the edit menu and select copy.  Then go into the folder who have just created and again go to edit menu and click paste.  If everything goes well, you should see a copy of your text file within the new folder.
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