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LESSON 1:   Identifying main parts of a computer 
 
Objectives: 
 
The student will be able to explain the difference between a desktop computer and a 
laptop. The student can identify the following computer components correctly:   
 

Monitor / screen    speakers 
computer tower or CPU (PC only)  CD-Rom or disc drive 
mouse                   printer 
keyboard     touchpad 
AC adapter (charger)    
battery 
 

 

Resources Needed: 
Desktop Computer  or laptop 
Worksheets 1a (optional) 
Sticky notes labelled with computer component names (optional) 
 

Procedure: 
1. Briefly discuss the student's comfort level with using a computer and what 

computer skills the student would most like to learn.  Explain what the content 
of this introductory unit of computer training will cover.    

 
The main parts of a computer:    
 
1. Introduce the different computer parts by pointing to each part and explaining 

its purpose or function.   
 

2. Explain that there are two main types of computers, desktops and laptops.  
Briefly explain the main differences between a desktop computer and a laptop 
(e.g. size, portability, memory).   At LU we only have laptops available for use. 
Use the computer parts worksheet to identify PC parts. 

 
3. Explain that for laptops, many of the components are located within the same 

part. 
 
4. Now show the student the main parts of a laptop computer and discuss their 

functions. 
 
5. Review the parts of a computer with the student.  Have the student identify each 

of the computer parts presented.  Give the student a copy of worksheets 1a, 
Computer Parts, and ask them to match up the name with the picture of each 
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component.  Alternatively, the tutor can name the parts and ask the student to 
put a pre-labelled sticky note on the appropriate part.   

 

Assessment:   
The student should have an understanding of the purpose or function of the main 
computer components. 
 

Links to future lessons: 
Often students will not remember the names of some of the computer parts at the 
next tutoring session.  In subsequent lessons, spend a few minutes reviewing the 
computer components and their functions to ensure that the student has indeed 
mastered this preliminary skill.  The tutor could use any of the following methods to 
review:  point to the components and ask the student to verbally name each, use 
printed worksheets, ask the student to put pre-labelled sticky notes on the 
appropriate parts, or use vocabulary matching cards.   
 
If the student is overwhelmed by learning component names and functions for both 
the desktop and the laptop computer, the tutor can cover just the desktop 
components in the first session and then present the laptop components in a 
subsequent session.   
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LESSON 2:   Turning On the Computer 
 

Objectives:    
Learn the correct procedure to turn on the computer and log into a user account to 
arrive at the desktop. 
 

log on                                            user account 
password     user name 
power switch                                    AC adaptor 
 

Preparation for Instruction:   
The instructor should be familiar with the logon procedure and password as 
applicable. 
 

Procedure: 
1. Spend a few minutes reviewing the main computer components.   
 

2. Explain that in order to use the computer it is necessary to turn on the power 
and to wait for the software to load before we can begin using the computer to 
do things.   

 

3. Explain that on many computers it is also necessary to do a log on procedure to 
control who can access the computer.  You log on to a user account by typing in 
your username and a password. 

 

4. Demonstrate the procedure to turn on the power for the computer.  Explain that 
the power switch or button may be located in different places depending on the 
computer you are using.   On some computers you only need to press one power 
button to turn on the entire computer. 

 

5. If you are using a desktop computer, point to the power switch on the CPU 
tower, press the button, and show the student that this button now turns green 
to indicate that the power is on.   Next point to the power switch on the monitor.  
Press the power button and show the student that this button now turns green 
to indicate that the monitor power is now on.    Note: on some desktop 
computers, turning on the tower button also turns on the monitor.   

 

6. If you are using a laptop, plug in the AC adapter and connect it to an outlet first 
and then open the laptop.  Point to the power switch and turn it on.   Show the 
student that the power indicator led on the front of the laptop now turns green to 
indicate that the AC power is on.   

 

7. Explain that the first thing we see on the screen when we turn the computer on 
is the Windows operating system screen.  This program must load first.    

 

8. When the logon screen appears, demonstrate the procedure to select the 
appropriate user account and to enter the username and password, if 
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applicable.  Explain that this process helps protect the computer from being 
accessed by people who do not have permission to use it. 

 

9. Explain that it takes a few minutes for the computer to load things so that the 
system can operate.  

 

10. After the desktop has been accessed, shut down the computer completely.   
 

11. Have the student practice the procedure to turn on the computer and to follow 
the prompts to logon and access the desktop (steps 4 – 7). 

 

Assessment: 
Observe the student when executing the procedures to turn on and logon to the 
computer.   The student will demonstrate mastery of the lesson objectives when he is 
able to complete these procedures on both a desktop computer and a laptop without 
prompting or help. 
 

Links to future lessons: 
This lesson is part of a set of lessons to introduce basic computer competencies.  It 
should be taught in conjunction with lesson 1, identifying computer parts.  The 
procedures taught in this lesson can be reviewed in subsequent sessions as needed 
until the student is able to perform the procedures without help.  Even though the 
student is likely to use only one type of computer (desktop or laptop) for most of the 
computer training, he should understand how to execute basic procedures on both 
types of computers.   It is suggested to teach the student the correct procedure to 
turn on the computer and log onto a user account on both the desktop and the laptop 
computers early in the training.   If the student would be overwhelmed by trying to 
teach both in the same session, the tutor can teach the procedures with a desktop 
computer during one session and with the laptop computer in another session or 
vice versa.  
 

In all future tutoring sessions it is suggested to have the student turn on the 
computer to be used for the lesson and to logon and arrive at the desktop.  
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LESSON 3: Learning to Use a Mouse 
 

Objectives:    
The student will learn the basic functions of the mouse and be able to use a mouse to 
point, click, double click, and click and drag. 
 

left click                                 right click 
double click    click and drag 

 

Resources Needed: 
Mouse visuals sheet 
Worksheets 1a/1b 
 

If using a laptop for the lesson, it is recommended to plug in a computer mouse to the 
laptop rather than to teach the student to use the laptop's touchpad at this time.   
Manoeuvring the touchpad buttons can be very difficult and frustrating for students 
new to using a computer.   
 

Preparation for Instruction:   
Have printed copies of worksheets 1a and 1b available and use the one appropriate 
for the student at this time.   
 

Procedure: 
1. Spend a few minutes reviewing the main parts of the computer and their 

function.   
 

2. Explain that you use the mouse to tell the computer what to do.  You can use the 
mouse to point to things or to click on different parts on the screen, or to move 
things on the screen.   The mouse has two buttons, the right and the left button.  
You click on these to do different things on the computer.    
 

3. Demonstrate the proper way to place your fingers on the mouse.  The thumb 
should be on the outer left side of the mouse, the index finger rests on the left 
mouse button, the middle finger rests on the right mouse button, and the other 
two fingers should be on the outer right side of the mouse.   
 

4. Have the student try placing their fingers on the mouse and clicking first the left 
and then the right mouse buttons lightly just to see how it feels. 
 

5. Explain that the mouse pointer appears as a white arrow or line on the desktop.   
If we move this arrow over an object on the desktop, we are using the mouse to 
point to that object.  Pointing means that we put the mouse pointer over an 
object but we do not push any of the mouse buttons. 
 

6. Demonstrate on the computer how to move the mouse pointer over various 
items on the desktop.  Move the mouse pointer over some icons and some items 
on the taskbar on the desktop and briefly explain what these are.   
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7. Have the student try moving the mouse pointer over various desktop items.  
Check that the student’s fingers are positioned correctly on the mouse. 
 

8. Demonstrate on the computer how to click the left mouse button.  Click in the 
blank area of the desktop.  Nothing happens because we are not pointing to any 
object.  Move the mouse pointer to point to one of the icons or items on the 
taskbar and left click.  The icon or item is highlighted.  Remove the highlighting 
by left clicking in the blank area of the desktop. 
   

9. Have the student practice by positioning the pointer in the blank area of the 
desktop and lightly clicking the left mouse button.  Next, ask the student to 
move the pointer over one of the icons and lightly click the left mouse button to 
highlight it. Have the student move the pointer to the blank area of the desktop 
to get rid of the highlighting.   
 

10. Demonstrate on the computer how to click on the right mouse button and how a 
list of actions or choices, called a menu appears.  Click the same area with the 
left mouse button and the menu disappears.  Move the mouse pointer to point to 
one of the icons or items on the taskbar and right click.  A menu appears.  Click 
the same area with the left mouse button and the menu disappears.   
 

11. Have the student practice by positioning the pointer in the blank area of the 
desktop and lightly clicking the right mouse button.  Next, ask the student to 
move the pointer over one of the icons and lightly click the right mouse button.  
Ask the student how we can remove the menu.  Have them left click to remove 
the menu. 
 

12. Double clicking to open a program or icon: Demonstrate first by showing how to 
click the left mouse button twice in rapid succession.   Now demonstrate on the 
computer by pointing the mouse to an icon and double clicking to open the 
program. 
 

13. Have the student practice double clicking the mouse before pointing to the 
desktop.  Next, have the student move the mouse pointer over a desktop icon 
and practice double clicking to open it.   Many students who have never used a 
mouse before may have trouble with learning to double click.   They tend to 
click too slowly.  It may be useful to demonstrate the speed required for double 
clicking by using your hand to lightly strike the desk or table top two times in 
rapid succession.  
   

14. Click and drag.  Demonstrate positioning the mouse pointer or cursor over the 
object and while you click (hold down) the left mouse button and dragging 
(moving) the object to another location.  
  

15. Click on several icons and drag them to another location on the desktop.  Then 
click and drag the icons back to their original position and release the mouse 
button. 
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16. Have the student practice by clicking the left mouse button and, while holding it 
down, moving some icons around on the desktop. 
 

17. Briefly review the functions of the mouse (point, click, double click, click and 
drag). 
 

18. As an optional exercise, have the student practice their clicking and dragging 
using online resources.  For simple practice of click and drag skill, go to 
www.jigzone.com and have the student manipulate puzzle pieces.   

 

Assessment: 
Have the student demonstrate how to click and drag some items around the desktop 
and return them to their original location.  Have the student double click on a 
program to open it.   
 

Links to future lessons: 
In subsequent lessons, it may be necessary to spend a few minutes reviewing the 
mouse functions and have the student spend some time practicing with the mouse.   
The student can practice their mouse skills by doing some simple online mouse 
practice by going to:  
 
http://www.seniornet.org/howto/mouseexercises/mousepractice.html.  
 
For some more detailed mouse aerobics do the exercises at the website  
www.monroe.lib.mi.us/computer_classes/mouse_exercise/mouse_exercise_2.htm  
or challenge the student to practice all of his mouse skills by playing the mouse game 
at the website www.bbc.co.uk/raw/computers/yourcomputer/mousegame.shtml. 
 

Additional fun ways to practice mouse skills are to open the Paint program and have 
them create some designs in different colors and apply effects to their drawings or to 
open the Solitaire program and teach them to play solitaire.     
 
 

 
 
 

 
 
 

 

http://www.jigzone.com/
http://www.monroe.lib.mi.us/computer_classes/mouse_exercise/mouse_exercise_2.htm
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LESSON 4a: Keyboard Introduction 
 

Objectives:    
The student will learn the basic keyboard layout.  The student will be able to locate 
and use the home row keys and the spacebar key.  
 

the student will have an opportunity to learn to touch type if he is interested. 
QWERTY keyboard                                         home row keys 
spacebar                                                             touch typing 

 

Resources Needed: 
Handout 1 
Worksheet 2 
Mavis Beacon typing tutor or other typing software 
Online typing tutorial or games (optional) 
 

Preparation for Instruction:   
The tutor should verify that a typing software program is loaded on the computer or 
bookmark typing program website(s) to be used for the lesson.   
 

Procedure: 
1. Show a picture of the standard QWERTY keyboard.  Briefly explain how the keys 

are arranged.   
 

The keyboard arrangement comes from a long time ago when people used 
manual typewriters to type text.  Instead of putting the keys in  
alphabetical order, the keys were arranged this way to prevent the keys from 
getting stuck when frequently used keys were typed.  Computer keyboards have 
continued to use this arrangement of the keys because people were already 
familiar with it, although other types of keyboards do exist and can be 
requested and purchased as a special order.   
 

2. Typing with all 10 fingers is called touch typing.  Learning to touch type well will 
increase the speed and accuracy of the typing.    
 

3. Show the student the coloured keyboard chart and explain that the left hand 
will cover half of the keyboard and the right hand will cover the other half.  
Show the parts of the rows the left hand covers on the chart and on the 
keyboard and the parts of the rows the right hand covers.   
 

4. Explain that the long horizontal bar in the center of the bottom row is called the 
spacebar.  On some keyboards, it may be labelled and on other keyboards it 
appears as a blank horizontal bar.  Pressing this key moves the cursor to the 
right one space.  We use the right thumb to press this key.  Be careful to press it 
lightly.    
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5. Explain that we will start by learning to type the keys of the middle row, called 
the home row.  The tutor should point to the home row keys on the keyboard 
chart.  We will also practice using the spacebar key to add some space between 
the letters that we type.  The tutor should point to the spacebar key on the 
keyboard chart.   
 

6. Explain that you always place your fingers on this row before you start typing.  
There are small bumps on some keys in the home row.  This helps you to know 
where to place your index fingers in the proper starting place in this row.  Point 
out the keys on the computer’s keyboard that contain the bumps. 
 

7. Talk about the correct posture when typing and the correct placement of the 
hands on the keyboard. 
 

8. Demonstrate by placing your hands on the home row and typing a few letters or 
words into a blank Word or Notepad document on the desktop.  Include the use 
of the spacebar key to put some spaces between the letters you type.  
 

9. Have the student place their fingers on the home row keys.  Ask them to find the 
keys with the bumps on them in this row.   
 

10. Open a Word or Notepad document and ask the student to try typing in a 
sequence of letters as you call them out from the home row keys.  Let them look 
at the keys only for the first few minutes.  Next, have the student try typing the 
keys without looking down at their fingers.  Have them either look at the 
keyboard chart as you call out a series of keys or look at the whiteboard which 
contains a predefined sequence of keys to type.   Be sure to include practice 
with using the spacebar key to move over one space between letters.   
 

11. Often students will press down too hard or for too long on the spacebar key.  If 
this happens talk about how the cursor moved several spaces instead of just 
one.  Try to get the student comfortable with pressing the spacebar key lightly 
enough to just advance the cursor one space at a time. 
 

12. Tell them that it will be important to practice typing without looking at the 
keyboard.  It might be difficult at first but it will become much easier with 
practice. 
 

13. Open the Mavis Beacon Typing Tutor program and show the student how to sign 
in and start lesson 1.  Have the student place their fingers on the home row keys. 
 

14. Tell the student to look at the screen and not at their keyboard when typing.  
The letters to be typed will appear in green on the screen.  Ask the student to 
type the letters as they appear on the screen and without looking down at their 
fingers.  The tutor can place a sheet of paper or cardboard over the student’s 
hands if the student is reluctant to type without looking at their hands.   
 

15. Let the student practice typing with the typing software using a lesson or game. 
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16. Using the coloured keyboard chart, review the letters in the home row with the 
student.  Have the student say the letters aloud. 
 

17. Now give the student a worksheet with a blank keyboard on it.  Cover the 
computer keyboard and the coloured keyboard chart and ask the student to fill 
in the keys of the home row and the spacebar key.   
 

18. Give the student a copy of the coloured keyboard chart and tell them to study it 
for next session.  
 

19. Briefly review the function of the spacebar key.   
 

Assessment: 
The student can identify the home row keys and the spacebar on the keyboard 
without assistance.  The student can explain the function of the spacebar key without 
assistance.  The student can place his fingers correctly on home row and type using 
some home row keys and the spacebar.   
 

Links to future lessons: 
This lesson is an introduction to the keyboard.  In subsequent lessons, introduce the 
other rows of alphanumeric keys and some of the most used special keys (tab, enter, 
delete, backspace, Caps Lock, and shift) and have the student spend some time 
practicing their typing with the Mavis Beacon typing tutor or other typing software.  
Encourage the student to also practice at home or sign up to come in and practice 
their typing at LU.  Give the student a list of a few websites they can access from 
home to use online typing software to practice their typing skills. 
 

Students will differ in the speed at which they learn the keyboard and typing.  It is 
very important to give the student at least 10-15 minutes of time during each 
subsequent lesson to practice their keyboarding skills with some typing software.  If 
using Mavis Beacon it is recommended to use it on the same computer each time, if 
possible, so that the program will track the student's progress.   
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LESSON  4b:  Keys above home row, tab and enter 
 
Objectives:    
The student can identify the location of keys in the row above home row and knows 
the function of the tab, spacebar, and enter keys.  The student can type keys in the 
home row and in the new row of keys. 
 

tab    spacebar    enter 

 

Resources Needed: 
Handout 1 
Worksheet 2 
Mavis Beacon typing tutor or other typing software 
 

Preparation for Instruction:   
The tutor should verify that a typing software program is loaded on the computer or 
bookmark the typing program website(s) to be used for the lesson. 
 

Procedure: 
1. Show a standard keyboard chart (handout 1).  Ask the student to identify the 

home row keys on the chart.   
 

2. Tell the student that we will learn to use some new keys: g and h in home row 
and the keys in the row just above home row.   Using the chart, point to where 
these keys are located.    
 

3. Have the student repeat the keys in this new row.  Ask them to locate these keys 
on the computer's keyboard. 
 

4. Explain that to learn to type these keys using all fingers, we need to put our 
hands on home row as before and then move just one finger at a time up to type 
the key in the row above.  For example, we use the index finger of the left hand 
to type the letters g, r, or t and use the index finger of the right hand to type the 
letters h, u, or y. Only the index finger moves to type these keys, while the other 
fingers of both hands remain on their starting positions on the home row keys.   
 

5. Open a blank Word or Notepad document on the desktop.  Demonstrate by 
placing your hands on the home row keys and typing a few letters from the 
home row keys.  Next, demonstrate how to type the letters g, r, and t.   Follow by 
demonstrating how to type the letters h, u, and t. 
 

6. Remind the student about the correct posture when typing and the correct 
placement of the hands on the keyboard. 
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7. Have the student place their fingers on the home row keys, placing their index 
fingers on the keys with the bumps.  Verify that they have placed their fingers 
correctly on home row.   
 

8. In the open Word or notepad document, ask the student to type a sequence of 
letters as you call out the letters from the home row keys.  Let them look at the 
keys only for the first line of typing. 
 

9. Now ask the student to locate and point to the letters g, r, and t on the computer 
keyboard.  Have the student type a sequence involving the use of the letters g, r, 
and t and some home row keys.  Let them look at the keys only for the first line 
of typing.   
 

10. Now ask the student to locate and point to the letters h, y, and u on the 
computer keyboard.  Have the student type a sequence involving the use of 
these letters.  Let them look at the keys only for the first line of typing.  Ask the 
student only to move their index finger to type these keys. 
 

11. Now call out a sequence of letters using the home row keys and the new keys g, 
h, r, t, y, and u and have the student practice typing these without looking at 
their fingers.  
 

12. Point out the other keys in the row above home row.  Demonstrate which finger 
types which key.   
 

13. Ask the student if they remember where the spacebar key is located.  Remind 
them that this is the long horizontal bar in the center of the bottom row on the 
keyboard.  Ask the student what we use this key for. 
 

14. Demonstrate in an open Word or notepad document how pressing on this key 
moves the cursor to the right one space.   We use the right thumb lightly to press 
this key.  
 

15. Introduce the tab key by pointing to this key on the coloured keyboard chart 
and explaining its function.    This key may be labelled as Tab or it may just have 
symbols showing arrows to the right and to the left.  Demonstrate on the 
computer keyboard how typing this key causes the cursor to move more than 
one space to the right.  We use the small finger of the left hand to press this key. 
 

16. Introduce the Enter key by pointing to this key on the coloured keyboard chart 
and explaining its function.  This key may be labelled as Enter, or it may just 
have the symbol with a right-angled arrow pointing to the left.  Demonstrate on 
the computer keyboard how typing this key causes the cursor to move to the 
next line. 
 

17. Have the student practice using the spacebar, tab, and enter keys.   
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18. Open a typing software program such as Mavis Beacon Typing Tutor and have 

the student place their fingers on the home row keys.  
 

19. Tell the student to look at the screen and not at their keyboard when typing 
with the software and encourage the student to use the correct finger to type 
the keys.   
 

20. Have  the student practice typing using a typing lesson.   Keeping track of the 
student’s score can be done discreetly and used in subsequent sessions to show 
the student his/her progress.   If you use Mavis Beacon typing tutor it gives you 
a tangible measure of the student's speed and accuracy which you can use to 
encourage the student.   
 

21. If time permits, also let the student try one of the typing games.  
 

22. Using the coloured keyboard chart, review the new letters and the special keys 
tab and enter introduced in this lesson with the student.  Have the student say 
the letters and special keys aloud. 
 

23. Ask the student to explain the difference between typing the tab, spacebar, and 
enter keys.  
 

24. Give the student a copy of a blank keyboard sheet and have them fill in the 
home row keys and the new keys learned in this lesson. 
 

25. Encourage your student to practice their typing between tutorials.   
 
 

Assessment: 
The student can identify the new keys in the row above home row and the tab and 
enter keys on the keyboard without assistance.   The student can place his fingers 
correctly on home row and type using home row keys, keys in the row above home 
row, and the spacebar, tab, and enter keys.  The student can explain the function of 
the tab and enter keys and how they differ from the spacebar key without assistance. 
 
 

Links to future lessons: 
This lesson can be repeated as needed in subsequent sessions until the student feels 
comfortable with the new keys.  Subsequent lessons introduce more keys in the rows 
above or below the home row keys and have the student learn to locate them first on 
the keyboard chart and then on the computer keyboard.  The tutor should 
demonstrate which finger of which hand is used for typing each new key.  Using a 
blank Word or notepad document, have the student practice typing several 
sequences of alphanumeric keys as you say them aloud.    Spend some time at the end 
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of the lesson using Mavis Beacon typing tutor or an online typing program to build 
their typing skills.  Encourage the students to also practice at home or sign up to 
come in and practice their typing at LU.    
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LESSON 4c: Keys below home row, backspace and delete 
 

Objectives:    
The student can identify the location of keys in the row below home row and 
understands  the function of the backspace and delete keys.  The student can type 
keys in the home row and in the new row of keys and the backspace and delete keys. 
 

backspace      delete 

 

Resources Needed: 
Handout 1 
Worksheets 2, 3 and 4 
Mavis Beacon typing tutor or other typing software 
Online typing tutorial or games (optional) 
 

Procedure: 
1. Show a standard keyboard chart (handout 1).  Ask the student to identify the 

home row keys on the chart.   
 

2. Tell the student that we will learn to use some new keys - the keys in the row 
just below home row.  Using the chart, point to where these keys are located.     
 

3. Have the student repeat the keys in this new row.  Ask the student to locate 
these keys on the computer's keyboard. 
 

4. Explain that to learn to type these keys using all fingers, we need to put our 
hands on home row as before and then move just one finger at a time down to 
type the key in the row below.  For example, we use the index finger of the left 
hand to type the letters v and b; we use the index finger of the right hand to type 
the letters n and m. Only the index finger moves to type these keys, while the 
other fingers of both hands remain on their starting positions on the home row 
keys.   
 

5. Open a blank Word or Notepad document on the desktop.  Demonstrate by 
placing your hands on the home row keys and typing a few letters from the 
home row keys.  Next, demonstrate how to type the letters v and b.   Follow by 
demonstrating how to type the letters n and m. 
 

6. Remind the student about the correct posture when typing and the correct 
placement of the hands on the keyboard. 
 

7. Have the student place their fingers on the home row keys, placing their index 
fingers on the keys with the bumps.  Verify that they have placed their fingers 
correctly on home row.   
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8. In the open Word or Notepad document, ask the student to type a sequence of 
letters as you call out the letters from the home row keys.  Let them look at the 
keys only for the first line of typing. 
 

9. Now ask the student to locate and point to the letters v and b on the computer 
keyboard.  Have the student type a sequence involving the use of the letters v 
and b and some home row keys.  Let them look at the keys only for the first line 
of typing.   
 

10. Now ask the student to locate and point to the letters n and m on the computer 
keyboard.  Have the student type a sequence involving the use of these letters.  
Let them look at the keys only for the first line of typing.  Ask the student only to 
move their index finger to type these keys. 
 

11. Now call out a sequence of letters using the home row keys and the new keys v, 
b, n, and m and have the student practice typing these without looking at their 
fingers.  
 

12. Point out on the computer keyboard the other keys in the row below home row.  
Demonstrate which finger types which key.   
 

13. Introduce the backspace key by pointing to this key on the coloured keyboard 
chart and explaining its function.    Demonstrate on the computer keyboard how 
typing this key causes the cursor to move one space to the left.  Point out that if 
your cursor is positioned just after a letter and you hit the backspace key, the 
letter is erased. 
 

14. Introduce the delete key by pointing to this key on the coloured keyboard chart 
and explaining its function.  Demonstrate on the computer keyboard how typing 
this key causes the cursor to move one space to the right.  Point out that if we 
put the cursor just before a letter and hit the delete key, the letter is erased. 
 

15. Have the student practice typing some letters and using the backspace and delete 
keys.  Give them time to experiment with erasing letters using these two new 
keys. 
 

16. Open a typing software program such as Mavis Beacon Typing Tutor and have 
the student place their fingers on the home row keys. 
  

17. Tell the student to look at the screen and not at their keyboard when typing 
with the software and encourage the student to use the correct fingers to type 
the keys.   
 

18. Have the student practice typing using a typing lesson or game.   Keeping track 
of the student’s score can be done discreetly and used in subsequent sessions to 
show the student his/her progress.   If you use Mavis Beacon typing tutor it 
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gives you a tangible measure of the student's speed and accuracy which you can 
use to encourage the student.   
 

19. Using the coloured keyboard chart (handout 1), review the new letters and the 
special keys backspace and delete introduced in this lesson with the student.  
Have the student say the letters and special keys aloud. 
 

20. Ask the student to explain the difference between the backspace and delete 
keys.  
 

21. Give the student a copy of a worksheet 2, blank keyboard chart, and have them 
fill in the home row keys and the new keys learned in this lesson. 
 

22. Encourage your student to practice their typing between tutorials.   
 

23. Briefly review the functions of the spacebar, tab, and enter keys.  Ask the 
student if they can tell you one main difference between using these keys and 
using backspace or delete.  Remind them that the former add something (space 
or lines) while the later remove something (space or text). 
 

24. If time permits, the tutor may have the student practice their typing using 
words from the word list sheet.  There are words that use only the left hand 
keys, ones that use only the right hand keys, and ones that use keys typed by 
both hands.   Or, the tutor may choose to have the student practice typing 
sentences which use many or all of the alphabetic keys on the keyboard.  These 
exercises can also be used in subsequent sessions to practice keyboarding 
skills.  (Worksheets 3 and 4). 

 

Assessment: 
The student can identify the new keys in the row below home row and the backspace 
and delete keys on the keyboard without assistance.   The student can place his 
fingers correctly on home row and type using home row keys, keys in the row below 
home row, and the backspace and delete keys.  The student can explain the function 
of the backspace and delete keys without assistance. 
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Links to future lessons: 
This lesson can be repeated as needed until the student feels comfortable with the 
new keys.  Subsequent lessons introduce more keys in the rows above or below the 
home row keys and have the student learn to locate them first on the keyboard chart 
and then on the computer keyboard.  The tutor should demonstrate which finger of 
which hand is used for typing each new key.  Using a blank Word or Notepad 
document, have the student practice typing several sequences of alphanumeric keys 
as you say them aloud.    Spend some time at the end of the lesson using Mavis Beacon 
typing tutor or an online typing program to build their typing skills.  Encourage the 
students to also practice at home or sign up to come in and practice their typing at 
LU.    
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LESSON 4d: Number Keys, Shift and Caps Lock 
 

Objectives:    
The student can identify the location of number keys row and knows the function of 
the Shift and Caps Lock keys.  The student can type keys in the home row and in the 
new row of keys and use the Shift and Caps Lock keys. 
 

shift     caps lock   numeric keys 

 

Resources Needed: 
Handout 1 
Worksheets 2, 3 and 4 
Mavis Beacon typing tutor or other typing software 
Online typing tutorial or games (optional) 
 

Procedure: 
1. Show a standard keyboard chart, handout 1.  Ask the student to identify the 

home row keys on the chart.   
 

2. Tell the student that we will learn to use a new row of keys - the keys near the 
top of the keyboard that contain the numbers 0 to 9 and some symbols.  Using 
the chart, point to where these keys are located.     
 

3. Have the student repeat the keys in this new row, with emphasis on the numeric 
keys.  Ask the student to locate these keys on the computer's keyboard. 
 

4. Explain that to learn to type these keys using all fingers, we need to put our 
hands on home row as before and then move just one finger at a time up to type 
the key in this new row.  For example, we use the index finger of the left hand to 
type the numbers 4 and 5; we use the index finger of the right hand to type the 
numbers 6 and 7. Only the index finger moves to type these keys, while the 
other fingers of both hands remain on their starting positions on the home row 
keys.   
 

5. Open a blank Word or Notepad document on the desktop.  Demonstrate by 
placing your hands on the home row keys and typing a few letters from the 
home row keys.  Next, demonstrate how to the numbers 4 and 5.   Follow by 
demonstrating how to type the numbers 6 and 7. 
 

6. Remind the student about the correct posture when typing and the correct 
placement of the hands on the keyboard. 

7. Have the student place their fingers on the home row keys, placing their index 
fingers on the keys with the bumps.  Verify that they have placed their fingers 
correctly on home row.   
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8. In the open Word or Notepad document, ask the student to type a sequence of 
letters as you call out the letters from the home row keys.  Let them look at the 
keys only for the first line of typing. 
 

9. Now ask the student to locate and point to the number 4 and 5 on the computer 
keyboard.  Have the student type a sequence involving the use of the numbers 4 
and 5 and some home row keys.  Let them look at the keys only for the first line 
of typing.   
 

10. Now ask the student to locate and point to the number 6 and 7 on the computer 
keyboard.  Have the student type a sequence involving the use of these numbers 
and some home row keys.  Let them look at the keys only for the first line of 
typing.  Ask the student only to move their index finger to type these keys. 
 

11. Now call out a sequence of letters using the home row keys and the new keys 4, 
5, 6, 7 and have the student practice typing these without looking at their 
fingers.  
 

12. Point out on the computer keyboard the other number keys in the row above 
home row.  Demonstrate which finger types which key.   
 

13. Explain that we will learn two special function keys that must be typed with 
another key to have an effect.   
 

14. Introduce the Caps Lock key by pointing to this key on the coloured keyboard 
chart and explaining its function.  Demonstrate on the computer keyboard how 
typing this key while also typing a letter key causes the letter key typed to 
appear as a capital letter.  Next, demonstrate on the computer keyboard how 
typing this key while also typing a number key does not create any difference in 
the appearance of the number key typed.  
 

15. Introduce the shift key by pointing to this key on the coloured keyboard chart 
and explaining its function.  Demonstrate on the computer keyboard how typing 
this key with a number key causes the symbol above the number typed to 
appear.  Next, demonstrate on the computer keyboard how typing this key 
while also typing a letter key causes the letter key typed to appear as a capital 
letter.   
 

16. Have the student practice typing some letters and numbers while using the caps 
lock and shift keys.   
 

17. Open a typing software program such as Mavis Beacon Typing Tutor and have 
the student place their fingers on the home row keys.  
 



November 2016 

18. Tell the student to look at the screen and not at their keyboard when typing 
with the software and encourage the student to use the correct fingers to type 
the keys.   
 

19. Have the student practice typing using a typing lesson or game.   Keeping track 
of the student’s score can be done discreetly and used in subsequent sessions to 
show the student his/her progress.   If you use Mavis Beacon typing tutor it 
gives you a tangible measure of the student's speed and accuracy which you can 
use to encourage the student. 
 

20. Using the coloured keyboard chart, review the new number keys and the special 
keys caps lock and shift introduced in this lesson with the student.  Have the 
student say the numbers and special keys aloud.  Encourage them to learn the 
corresponding symbols above each number key.  
 

21. Ask the student to explain the difference between the caps lock and shift keys.  
 

22. Give the student a copy of a blank keyboard sheet and have them fill in the 
home row keys and the new keys learned in this lesson. 
 

23. Encourage your student to practice their typing between tutorials.  
 

24. Remind the student that we have learned 4 rows of the keyboard and 7 special 
keys now.  If time permits, have the student fill in the entire sequence of keys 
learned to date.  If the student has difficulty with this, ask them to study their 
keyboard chart at home so they will be able to fill in the chart in a subsequent 
session.  
 

25. If time permits, the tutor may have the student practice their typing using 
worksheets 3 and 4. There are full sentences to practice or words that use only 
the left hand keys, ones that use only the right hand keys, and ones that use keys 
typed by both hands.   These exercises can also be used in subsequent sessions 
to practice keyboarding skills.   

 

Assessment: 
The student can identify the new keys in the number key row and the Caps Lock and 
Shift keys on the keyboard without assistance.   The student can place his fingers 
correctly on home row and type using home row keys, keys in the number key row, 
and the caps lock and shift keys.  The student can explain the function of the caps 
lock and shift keys without assistance. 
 

Links to future lessons: 
This lesson can be repeated in subsequent sessions until the student feels 
comfortable with the new keys.  This is the last formal keyboarding lesson in module 
1.  The tutor can spend a few minutes in subsequent tutoring sessions to briefly 
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review the functions of the special keys learned and to give the student an 
opportunity to demonstrate his knowledge of the keyboard layout until they have 
mastered it.   
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LESSON  5 Hardware and Software 
 
Objectives:    
The student will be able to tell what a program is.  The student can tell the difference 
between hardware and software.   
 

hardware     software 
icons      computer program 

 

Resources Needed: 
Worksheet 5 
 

Procedure: 
1. Ask the student what parts of the computer he/she can name. 

 
2. Explain that the parts that you can actually see and touch are called hardware.  

The computer has two main types of parts: hardware and software.  Software is 
programs or instructions that tell the computer what to do.  Software needs to be 
installed on a computer either from a CD/DVD or downloaded from a website.   
 

3. Have the student turn on the computer.   
 

4. Once Windows has finished loading and the screen with the desktop appears, 
the tutor should talk briefly about some of the programs represented by icons 
on the desktop of the computer.  For example, explain that Mavis Beacon is a 
program for learning how to type, Internet Explorer is a program that allows 
you to use the internet to search for information or to send email, and Microsoft 
Word is a word processing program  used to create things like letters or 
documents which are mainly words.    
 

5. Demonstrate how to open one of these programs on the desktop by double 
clicking on the icon.  Then demonstrate how to close the program by clicking on 
the red X in the upper right-hand corner of the window.   
 

6. Have the student position their mouse pointer on a program icon and double 
click on it to open the program.  Now have the student close the program by 
positioning their mouse on the red X and clicking.  
   

7. Have the student practice opening and closing a few other programs on the 
desktop.  
 

8. Briefly review what hardware and software parts are for a computer.   Review 
what a computer program is.  
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9. Give the student the worksheet 5, Is it Hardware or Software, and ask them to fill 
it in.   

 
 

Assessment: 
The student should be able to correctly identify which parts are hardware and which 
are software on the worksheet without assistance.  The student is able to explain the 
fundamental difference between computer hardware and computer software.  
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LESSON 6: The Desktop & Opening Programs 
 

Objectives:    
The student will be able to identify and navigate the components of the desktop.  The 
student can use two methods for opening programs. 
   

desktop    icons    start button 
all programs   accessories   taskbar 

 

Resources Needed: 
Worksheet 6 
 

Procedure: 
1. Have the student turn on the computer and logon. 

 
2. Explain that after the computer is on and Windows has finished loading, what 

you see on your screen is called the desktop.  This is your workspace on the 
computer.  The desktop has some common elements and you can also add some 
of your own objects to the desktop to personalize it.   
 

3. Identify and explain the Icons on the desktop.  Explain that Icons are just a 
picture that stands for something on the computer, for example a program.   
Show the student that when you move the cursor over the icon a description of 
the icon appears on the screen.    
 

4. Explain that not all programs appear as icons on the desktop.  Using the mouse, 
point to the Start button.  Explain that this button displays a menu or list of 
programs, documents, and resources on the computer.  Demonstrate by clicking 
on Start with your left mouse button.  Identify and explain some of the items that 
appear on the Start menu. 
 

5. Explain that some programs can be located behind other names, such as the 
Microsoft Office applications.  Demonstrate by clicking on All Programs and then 
click on the Microsoft Office folder to show the menu with Word, Excel, 
Powerpoint, etc. 
 

6. Click on All Programs and then click on the Accessories folder to show the menu 
with applications such as the calculator, Paint, and some games.    Repeat by 
clicking on another folder and talk about some of the programs in it. 
 

7. Using the mouse, point to the Taskbar on the desktop.  Explain that the taskbar is 
a thin strip that runs along the bottom of the screen.  It shows the Start button, 
the clock, some other icons, and any open applications (programs).  Identify and 
explain the main items on the taskbar of the computer.   
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8. Ask the student if remember how we learned to open a program on the desktop.  
Briefly review, if needed, the method of double-clicking an icon on the desktop. 

 
9. Ask the student to open the Microsoft Word program (or another program) by 

double clicking on the icon.  Have the student practice opening and closing the 
program by double clicking on the icon and then exiting the program using the 
close button. 

 
10. Ask the student to open the Microsoft Word program (or another program) by 

using the Start menu and selecting Microsoft Word (or another program) from 
the All Programs menu.  Have the student practice opening and closing 
Microsoft Word (or another program) a few times.   

 
11. Review the main vocabulary for desktop components with the student by 

having them point to the element as you name it.  Briefly review the two 
procedures for opening a program. 

 
12. Complete worksheet 6, Desktop Components, with the student.     
 
 

Assessment: 
The student should be able to identify the main desktop components.  The student 
should be able to independently open a program from both the Start menu and by 
double clicking on the icon and to close the program properly.  
 
 

Links to future lessons: 
This lesson is a precondition for teaching lesson 8 Exiting Programs Correctly.   It is 
recommended to briefly review the desktop components in later sessions.   If the 
student is overwhelmed with the desktop terminology during the lesson, the tutor 
may choose to have the student fill in the desktop worksheet in a subsequent session 
after more review of the components has been done. 
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LESSON 7: Parts of a Window 
 
Objectives:    
The student will identify some typical parts of a window.  The student can change the 
size and appearance of a window.   
  

window  minimize, maximize and close buttons   title bar  
menu bar  restore 

 

Resources Needed: 
Rules for solitaire (optional) 
 

Procedure: 
1. Ask the student if they can tell you what a program is.  What programs are they 

familiar with on the computer?   Ask the student if they have ever played a card 
game called solitaire.  Tell the student that there is a computer program for 
playing solitaire that we will open and look at in this lesson.    
 

2. Have the student turn on the computer and logon.   
 

3. After the computer is on and the desktop appears, ask the student if they 
remember how to open a program. 
 

4. Explain that when you start a program or application a defined work area called 
a window appears on your screen. 
 

5. Have the student open the solitaire program.   Point to the solitaire window and 
explain that we will learn about the parts of this program window. 
 

6. The horizontal bar across the top of the window is called the Title bar.  This 
shows the name of the window.  Ask the student to tell you name of the window 
on the screen.  
 

7. The next horizontal bar across the top of the solitaire window is called the menu 
bar.  If you click on one of the words in the menu bar it shows you a list of 
choices or options (a menu) you can select when using this program.  Identify 
and briefly explain a few of these.   

 

8. Explain that there are several ways we can change the way a window looks on 
our screen.   There are 3 important buttons in the upper right corner of every 
window.  These buttons help you to change the appearance of the window.  The 
first button which is represented as a dash is called the minimize button and is 
used to shrink the window down to the bottom of the screen.  The second button 
which is represented as a square is called the maximize button and is used to 
open the window to the full size of the screen.  The third button, which is 
represented as a red X, is called the close button.  You click this button to close 
the window and exit the program.  
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9. Demonstrate how the window is changed when you click on the minimize 
button.  This would be a good opportunity to review the term open application 
for the taskbar. Restore the window by clicking on its icon on the desktop 
taskbar.      

 

10. Demonstrate how the window changes when you click on the maximize button.   
Ask the student how they think you can restore the window to its original size.  
Demonstrate by clicking on the restore button of the window.  

 

11. Demonstrate how the window completely disappears when you click on the 
close button.   

 

12. Reopen the solitaire window.   Have the student practice changing the 
appearance of the window by clicking on the minimize, maximize, and close 
buttons. 

 

13. Review the main vocabulary for common windows components by having the 
student point to the area of the window that each represents. 

 

14. If time permits, ask the student if they would like to learn how to play solitaire 
on the computer.   Start the solitaire game.  Briefly explain the rules and 
demonstrate the mouse operations used to play the game. 

 

15. Have the student practice their mouse skills by playing solitaire for a few 
minutes.  This activity can be repeated as a warm-up or closing exercise in later 
sessions.  If the student is overwhelmed by learning how to play solitaire and 
use the mouse, the tutor can use another activity such as the paint program or 
an online game to have the student practice mouse skills.   

 

Assessment: 
The student should be able to demonstrate how to use the minimize and maximize 
buttons without assistance.  The student should be able to correctly name all the 
basic parts of the solitaire window.   
 

Links to future lessons: 
This lesson is a precondition for teaching the student to use a word processor.  A 
more detailed look at the Microsoft Office 2007 window components will be given in 
the unit on Word Processing.   The tutor may want to introduce how to play the 
actual solitaire game at a later session.   
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LESSON 8:  Exiting Programs 
 
Objectives:    
The student will correctly exit programs using the close button.   
 

office button    exit    close 

 

Procedure: 
1. Have the student turn on the computer and successfully navigate to the desktop. 

 
2. Ask the student if they remember how to open a program.  Briefly review the 

two methods to open a program, if needed. 
 

3. Explain that just as there are two ways to open programs there are also two 
ways to exit programs.    
 

4. Open a new blank Microsoft Word document.     
 

5. Demonstrate the difference between closing a document and exiting the 
program.  First, click on the office button and select the close option from the 
office menu.  This will close the active Word document window but not the Word 
program.  Explain that in this case the Microsoft Word program is still open.    

 
6. Next, demonstrate by clicking on the office button and selecting the exit Word 

button at the bottom of the office menu to close the file and exit the Word 
program.  
 

7. Explain that the other method to exit a program is to move the mouse pointer to 
the close button (large red X) in the upper right corner of the window and 
clicking on it.     

 
8. Demonstrate how to exit the Word program by moving the mouse pointer to the 

close button (large red X) in the upper most right corner and clicking it.  This will 
close the active document window and the entire Word program.     

 
9. Ask the student to open the Microsoft Word program by double clicking on the 

icon.  Have the student practice opening and closing the Microsoft Word 
program by double clicking on the icon and then exiting the program using the 
close button method. 

 
10. Ask the student to open the Microsoft Word program by using the Start menu 

and selecting Microsoft Word from the All Programs menu.  Have the student 
practice opening and closing Microsoft Word a few times.   
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11. Have the student practice opening a new Word document and then exiting the 
program by clicking on the exit Word button at the bottom of the Office menu. 

 
12. Have the student practice opening a new Word document and then exiting the 

program via the office menu method a few times. 
 
13. Briefly review the two methods to exit an open program. 
 
 

Assessment: 
The student should be able independently to open a program such as Microsoft Word 
and to exit the program properly using both the close button method and the exit 
Word button from the office menu.  
 
 

Links to future lessons: 
This lesson is a precondition for teaching lesson 9 Turning Off the Computer. 
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LESSON 9: Turning Off the Computer 
 

Objectives:    
Learn the correct procedure to close all programs and safely shut down the 
computer. 
 

Procedure: 
1. Ask the student to tell you what an open application looks like on the desktop.  

Review briefly, if needed, the concept of open applications in the desktop 
taskbar.   
 

2. Explain that we should always close all open applications (programs) before we 
shut down the computer.  Be sure to check the desktop taskbar to see if it 
contains any open programs.   
 

3. Explain that there is a procedure to follow to safely shut down the computer.  
We must first allow the Windows operating system to close all applications 
safely and to save any data.  We do this by closing all open programs or 
applications.  This will prevent the operating system from having to go through 
a lengthy check next time the computer is started to confirm that all elements 
are working properly.   
 

4. Demonstrate by closing all open programs. 
 

5. With your student watching, demonstrate the shut down procedure on your 
computer. 
 

6. Move your mouse pointer to the Start button and click on Start with your left 
mouse button. 

 
7. Move the pointer to the word Shut Down.   Click the left mouse button. 
 
8. A dialog box will open and ask you to confirm that you want to shut down.  Make 

sure you select the button for the word Shut Down and click OK. 
 
9. Wait until the screen goes dark or until a message appears on your screen – “It 

is now safe to turn your computer off.” 
 
10. If the computer shuts down automatically, explain that this is the end of the 

procedure.  On some computers, you must press the power button on the 
system unit (CPU or tower) to turn it off and you may also need to push the 
power button for the monitor on some desktop computers.   On a laptop 
computer, the computer should shut down automatically but you will need to 
disconnect the AC power cord if you are finished using the computer for the day.   
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11. Have the student practice closing any open programs. 
 
12. Have the student practice the shut down procedure (steps 5 – 10). 

Assessment: 
The student is able to correctly close all open programs and to execute the shut 
down procedure to safely turn off the computer without assistance.   
 

Links to future lessons: 
To reinforce the skills in this lesson the tutor can have the student execute the 
shutdown procedure at the end of all subsequent tutoring sessions.   The student 
should be able to execute the correct shutdown procedure on both a desktop and a 
laptop computer.  The tutor may choose to have the student learn to execute this 
procedure on just one type of computer initially and then have them learn to do so 
on the other type of computer in a subsequent session. 
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LESSON 10:  Storage Devices 
 

Objectives:    
The student can identify different types of computer storage devices. 
Note: this lesson is for introduction purposes and does not cover how to save on 
them.  
 

storage devices     bytes  internal hard drive  
external hard drive                  CD  DVD 
memory stick, flash drive or USB drive 

    

Resources Needed: 
Binder with notes  
CD, DVD, USB drive, external hard disk  
 

Procedure: 
1. Show the example of a written report or notes in a binder.   Explain that we use 

the binder as a storage device to save or keep the report or notes.   Ask the 
student to give another example of a storage device you might use for a 
document or report you write for school or work.  Examples could be a duo tang 
or a folder with pockets. 
 

2. Explain that just as we use storage devices for our written work, we also use 
storage devices for information on the computer.  The storage device can be 
inside the main part of the computer or it can be something that we connect to 
the computer.   The amount of storage space is measured in bytes.  A byte equals 
one character (letter, number, or symbol). 
  

3. There are many different types of storage devices.  These storage devices are 
useful for saving or backing up important information or they can be used for 
sharing and transporting information.  The internal hard drive is located inside 
the computer.  It is the main storage space on the computer.  It is a very fast 
device, stores a huge amounts of bytes (up to 200 Gigabytes or 200 billion 
bytes), and is the most inexpensive way to store data.   
 

4. Next, show a picture of an external hard drive.  An external hard drive is a device 
that you connect to the computer.  It is a very fast device, can hold a large 
amount of bytes, and is only slightly more expensive than an internal hard 
drive.  The advantage of an external hard drive is that it lets you connect it to 
one computer, store information on it, and then take it to another place and 
connect to another computer to retrieve the information or to store more 
information on it.   
 

5. Show a CD.  A CD or compact disc is another storage device.  To use it you must 
have a disk drive on the computer that reads and writes to CDs.  You put a blank 
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CD into the disk drive and write (burn data) onto the CD.  A CD is a relatively 
inexpensive storage device but only holds about 650 megabytes (650 million 
bytes). 
 

6. Show a DVD.  A DVD is another portable storage device.   To use it you must have 
a disk drive on the computer that reads and writes to DVDs.  You put a blank 
DVD into the disk drive and write (burn data) onto the DVD.  A DVD costs a little 
more than a CD but it holds more information, up to 4 Gigabytes (4 billion 
bytes). 
 

7. Show a USB drive or memory stick.  A Memory stick, also called a flash drive or 
USB drive, is a small portable storage device that you plug into a USB port on the 
computer.  It can hold up to several gigabytes of information but becomes more 
expensive as the storage size increases.  These storage devices are very easy to 
carry from one place to another.  
 

8. Briefly review the main storage devices.   Ask the student some questions to test 
his understanding of the capacity and transportability of the storage devices.  
 

9. Have the student identify the various storage devices.  Use any of the following 
ways: the tutor can point to the storage device and ask the student to name it. 
 

Assessment: 
The student is able to identify correctly the various storage devices without 
assistance.   
 

Links to future lessons: 
This is the final lesson in module 1.  It can be repeated as needed until the student 
has mastered the concepts.    
 

 


