
It is important that you understand some basic terms for the computer.  If you don’t understand 
the language associated with a computer, you won’t understand the instructions.
 

• Desktop – The screen that appears when you first turn your computer on.

• Icon – A small picture on the screen.

• Window – A rectangular area that displays information.

• Active Window – The window that you are actively working in, you may have several 
windows open at the same time.

• Scroll Bars – A horizontal or vertical bar used to view items that scroll off of you
screen.  It moves the screen to find those items.

• Cursor – A visual indicator that shows you where you are working on the sc

• Mouse – A pointing device used to give commands to the computer.

• Click – Press the left mouse button and release it.  This gives the computer a command.

• Right Click – Click the right mouse button and release it.  This brings up a menu.

• Scroll Wheel – Most mice have a little wheel between the two buttons.  This does 
different things in different programs but most of the time it scrolls the screen up and 
down. 

• Drag – Click and hold the left mouse button and then pull whatever you have highlighted 
to a different location. 

• Select – Click and drag your cursor over text to select it (turns blue)
item to select it.  Then you can apply a command to what is selected.

• Start – Located in the lower left hand corner of the screen.  This may b
rectangle with the word start on it or it may be a round circle with a windows logo.  Click 
on this button to find all your programs on the computer.

• Title Bar – The horizontal strip across the top of a window.  It usually contains 
information on the program and file you have open.  It may also contain commands.

• Menu Bar – Located just below the title bar, it usually has a row of titles that can be 
pulled down to access commands.

• Toolbar – A row of icons just below the menu bar that when clicked o
commands. 

• Taskbar – The bottom strip on the screen that displays various types of information and 
commands. 

• Minimize – A small bar in the upper right hand corner of your window that will take 
your window off the screen but not close it.  It will
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corner of your window.  When the square is clicked the window fills the entire computer 
screen.  The Restore Down is just the opposite
size last displayed.  These are the same button depending on which view you are in.
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It is important that you understand some basic terms for the computer.  If you don’t understand 
the language associated with a computer, you won’t understand the instructions. 

The screen that appears when you first turn your computer on.

A small picture on the screen.  Usually used to open a program. 

A rectangular area that displays information. 

The window that you are actively working in, you may have several 
windows open at the same time.  The active window is indicated by the title bar color.

A horizontal or vertical bar used to view items that scroll off of you
screen.  It moves the screen to find those items. 

A visual indicator that shows you where you are working on the sc

A pointing device used to give commands to the computer. 

Press the left mouse button and release it.  This gives the computer a command.

Click the right mouse button and release it.  This brings up a menu.

Most mice have a little wheel between the two buttons.  This does 
different things in different programs but most of the time it scrolls the screen up and 

Click and hold the left mouse button and then pull whatever you have highlighted 

Click and drag your cursor over text to select it (turns blue), or click on a graphic 
item to select it.  Then you can apply a command to what is selected. 

Located in the lower left hand corner of the screen.  This may be a green 
rectangle with the word start on it or it may be a round circle with a windows logo.  Click 
on this button to find all your programs on the computer. 

The horizontal strip across the top of a window.  It usually contains 
the program and file you have open.  It may also contain commands.

Located just below the title bar, it usually has a row of titles that can be 
pulled down to access commands. 

A row of icons just below the menu bar that when clicked on activate 

The bottom strip on the screen that displays various types of information and 

A small bar in the upper right hand corner of your window that will take 
your window off the screen but not close it.  It will still appear on the taskbar.

Maximize & Restore Down – This is the square (double squares) in the upper right hand 
corner of your window.  When the square is clicked the window fills the entire computer 
screen.  The Restore Down is just the opposite, reducing the size of your window to the 
size last displayed.  These are the same button depending on which view you are in.
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reducing the size of your window to the 
size last displayed.  These are the same button depending on which view you are in. 



• Close – The red button with an X in it at the upper right hand corner of your window.  
Clicking on this X closes the window.  These last four items are on the right of the title 
bar. 

• Background – the color of picture displayed on your desktop. 
 
You don’t have to memorize all of these terms but you do need to know where they are and what 
they do. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This screen shot shows where some of these terms are on the computer screen. 



Hint:  Windows has at least two or three ways of doing everything.  So don’t let it confuse 

you when different people do things different ways. 

 
 
 

 
 
Multiple windows open.  The one with the dark blue (color may vary with operating system) title 
bar is the active window. 
 
In Windows you can have multiple programs open at the same time.  Many times you can have 
the same program open multiple times.  You can only be actively using one window at a time. 
 
You can resize a window by clicking on the edge or corner and pulling it to a different size.  You 
can move a window by clicking on the title bar and then pulling it to a different location. 
 
 
IMPORTANT:  It is extremely important to have your Windows Operating System set to 
automatically allow updates.  Your computer should come this way if you don’t change it. This 
is accomplished by you shutting the computer down every night.  It is important for windows to 
be shut down regularly and correctly.  Never turn off the power before Windows shuts down. 



             
 
 
The start menu in Windows XP looks like the one on the left but Windows 7 looks like the one 
on the right. 
 
 
Hint:  If your computer gets locked up (nothing seems to work on it), it has just frozen, then 
click the following keys at the same time:  Alt-Ctrl-Delete.  A little widow will come up.  
Highlight the program you were last using and click “end task.”  Or use it to shut the computer 
down and reboot (restart) it.  
 
 
 
 
 
 
 
 
 



 
 

If you right click the desktop in Windows XP and select properties, you will get a screen similar 
to this.  This is where you can adjust some of your computer’s features such as the photo you use 
as a background, your screen saver, and your resolution (higher resolution equals better picture).  
Be careful not everything you change is for the better. 
 
In Windows 7 you right click the desktop and select personalize.  It is somewhat complex from 
this point on.  You have to pay attention to what you want to do and then select the right tool to 
accomplish it. 
 
Hint: You can view two open windows (programs) side by side by right clicking the task bar and 
selecting “Tile Windows Vertically” or “Show Windows Side by Side” depending on the 
operating system you are using. 

 
 
 
 
 
 
 
 



Cut – Copy – Paste 
 

          
  Cut       Copy     Paste  
 
One of the most useful tools the computer has is cut, copy and paste.  Once you have copied 
something you can paste it anywhere you wish, even into another program. 
 

• Cut – Removes selected item or text from your document but retains it on the clipboard 
so that it can be pasted somewhere else.   

• Copy – Makes a copy of selected item or text and leaves the original where it is. 

• Paste – Anything that is cut or copied can be pasted back into the document.  Note: you 
must paste it before you cut or copy something else. 

 
 
 

Drives – Folders – Files 
 

One of the most important things to learn about the computer is; where is my file?  If you want to 
know how to find things and where to put things, then you need to understand your computer’s 
organization. 
 

• Drives – Drives are the storage compartments for computers.  That is where everything 
goes, programs and files.  If you just dump them all into the same place you have created 
chaos.   Drives include C: (your hard drive), floppy drives, flash drives, CD drives, and 
DVD drives to name the most common ones.  Floppy drives are pretty well obsolete now 
and I recommend that you don’t even consider using them.  For portability get a flash 
drive. 

• Folders – Folders help you separate your storage compartments so that files can be 
located quickly.  Think of them just as manila folders in a file cabinet.  The same 
principle applies on the computer as in a filing cabinet.  Just like your dishes you 
wouldn’t put everything in the same cupboard but would separate them for easier 
retrieval. Or some of you have boxes of every kind of screw all mixed up together.  This 
type of organization requires a lengthy search to find what you need.  Since many people 
don’t know where to look for their files Windows created the “My Documents” folder.   
This becomes a junk drawer of files and it is better to create a better organization. 

• Files – These are the documents or items that you store on your computer that you want 
to eventually retrieve.  If you don’t know where you put it, you won’t be able to retrieve 
it.  Therefore you must create a storage system you understand so as to know where it is.  
Files are like papers that go into a folder in your filing cabinet.  When you save a file you 
can open it again and have the exact same thing that you saved. 

 
Folders and files must have names.  They can be located by the name you give them.  You can 
rename or delete them any time you wish.  



Most storage takes place on the C:\ drive which is often called your hard drive.  Flash drives are 
used to carry your information with you.  They are small and very portable and can hold a lot of 
information.  A typical layout of a computer’s drives would be like the following: 
 

• C:\ (Hard Drive) 

• D:\ (CD ROM & DVD Drive) 

• E:\ (Flash Drive) 
 
You may have more drives and your drives may use different letters for their designation.  
Everyone will have a C:\ drive, and some will have an additional hard drive.  Most computers 
will have either a CD ROM drive or a DVD drive or a combination drive that does both.  Some 
computers have a lot of card readers for cameras, etc. and so they will have more drives.  
Basically the A:\ drive and the B:\ drives are reserved for floppy drives.  C:\ is your hard drive 
and then anything that is added becomes the next drive letter available. 
 

Naming Folders & Files 
 
Each folder and file must have a name.  You cannot use the same name in the same location or it 
will replace the original folder or file.  The names may have spaces in them. 
 
Hint:  You will find short descriptive names to be the easiest to find. 
 
Folders are given any name you wish.  So if you called a folder “Hansen Family,” that would be 
its name. 
 
Files are given any name also, but after the name there is an understood “.” (period) and then a 2 
to 4 letter extension that designates what program the file works with.  So if you named a file 
“Jones Family History” in RootsMagic its real name would be “Jones Family History.rmgc.”  
The “.rmgc” extension designates that this file opens in RootsMagic.  The computer is smart 
enough to know that.  It knows what program to use for a file based on the extension.  Listed are 
some typical files extensions you may encounter: 
 
Document Files – Opens in the program indicated. 

• .wpd – a document created with WordPerfect. 

•  .doc or docx – a document created with Microsoft Word. 

• .rtf – a document in rich text format. It can be created and read by any word processor. It 
is a simple text document that retains the basic formatting. 

• .pdf – stands for Portable Document Format. It must be read with Adobe Acrobat 
(downloaded free from the internet). It is a popular format for emailing or viewing on the 
web.  It is, essentially, a picture of the original document, so all the formatting stays 
intact. 

• .txt – a simple ASCII file that can be read by any word processor or a text editor such as 
Notepad.  It is text only, no formatting, graphics, etc. 
 

 

 



Photo Files – Open in a program that reads images. 

• .jpg – a smaller, compressed format for storing photos. A good format for using in your 
genealogy program or web page. May lose some quality when edited but it is very slight. 

• .bmp – creates a large file, but is good quality and does not lose quality when edited. 

• .tif – an excellent format for archiving photos. Good quality and does not lose quality 
when it is edited. 

• .gif – a common format for web pages. It is small and loads quickly. It is especially good 
for graphs, line drawings, logos, animation, etc. It can also be transparent. 

• .png – Portable Network Graphic. – a newer format for images on the internet. 
 

Other Multimedia Files - Open in a program that reads sound or video files. 

• wav – sound file 

• .mp3 – sound file 

• .avi – video file 

• .mpg – video file 

• .mov – video file 

• .qt – video file 
 

Files created by Genealogy programs - Open in the program it was created in. 

• .aq – Ancestral Quest 

• .fdb – Legacy 

• .paf – PAF 

• .rmgc – RootsMagic 
 
Hint:  If you are looking for a file or folder you cannot find, then click on the start button and 
select search.  Type in the name of what you are searching for and the computer will search for it 
and show you where it is when it is found.  If it can’t find it, you probably typed the wrong 
name. 
 
 

Windows Explorer 
 
The easiest way to find how your computer is organized and to edit that organization is to learn 
how to use a program called “Windows Explorer.”  Windows Explorer can be opened by right 
clicking the start button and then selecting “explore.”  If you are using Windows 7 then you 
would click “Open Windows Explorer” or just click on the file folder icon at the bottom in your 
taskbar. 
 
Windows Explorer will give you a map of your computer and its organization.  It will look 
something like the screen shot below.  Different operating systems look slightly different.  Often 
times there will be folders inside of other folders.  Each folder that has other folders inside of it 
will have a little arrow just to the left of the folder’s name. 
 



 
 
On the left are the drives and folders.  On the right are the folders and files inside of the drive or 
folder you have selected.  You can view the contents in several different formats by clicking the 
“View” menu at the top. 
 
So under the C:\ drive you may have a folder named “FH Data.”  Then under FH Data you may 
have a file named “Jones.” 
 
C:\ 
  FH Data 
     Jones.paf 
 
So to find your file you would have to click on the C drive, then click FH Data and then click 
Jones.paf.  However, each program has options that you can tell it right where your files will be 
and then it will go directly to where your files are and retrieve the one you so desire.  It will also 
save them in that same location. 
 
To create your own folders in Windows Explorer you would click on “File” and then “New” and 
then “Folder.” 



You can also move your folders and files to other locations if you so wish.  To move a folder or 
file you would just click on it and hold the mouse button down and drag it to a new location.  If 
you right click a folder or file you can copy, rename or delete it.  
 
If you want to change multiple files remember this: 
 
Click on the first one in the list and then hold down your shift key and click on the last on in the 
list.  Everything between the two will be selected and then you can move, rename or delete the 
whole bunch.  If you want to randomly select files do the same thing only hold down the Ctrl key 
and select each folder or file one at a time. 
 
 

The Keyboard 
   

You need to familiarize yourself with the keyboard.  A computer has many specialized keys not 
found on the old typewriter.  Each of these provides some sort of function, some will seldom be 
used.  Some of these keys include: 

Cursor Keys: These keys are the four arrow keys found on the keyboard.  They allow you to 
move your cursor without deleting any text or pictures. 

The Shift Key: Used exactly the same as a typewriter in Windows. Makes capital letters and 
allows you to use the "cursing symbols" such as @#$%. The Shift Key can also be used to 
highlight text, like you would do with your mouse. Try it, hold down the shift key (don't release 
it), now move your cursor with the arrow keys. You should be able to highlight text this way. 

The Alt Key: The ALT key stands for "Alternate." When you push this key in Windows the 
cursor moves to the menu bar at the top of the screen. It's the same as clicking your mouse on the 
"File" Menu above. From there you can use the arrow keys to select menu options. This is useful 
if you don't like switching between your mouse and keyboard often. Press "Alt" again to move 
the cursor back off of the menu bar. 

The Windows Key: This key opens the "Start Menu" at the lower left corner of your screen. It 
has the same effect as you clicking the "Start" button with your mouse.  

The CTRL Key: The CTRL key stands for "Control." This key is used in combination with 
other keys to perform specific tasks, often called shortcuts. A list of common Windows 
Keyboard Shortcuts can be found listed below.  

The Delete Key: This key erases the character directly to the right of your cursor. If you have 
text or graphics that are highlighted, those are erased by pushing this key as well. 

The Backspace Key: This key erases the character directly to the left of your cursor. If you have 
text or graphics that are highlighted, those are erased by pushing this key as well. 

 



Backslash Key:  This key “\” is very important in telling the computer a location.  It is used to 
indicate folders in your computer map. Don’t mix it up with the forward slash “/” key. 
 
Function Keys:  These are the keys marked F1 through F12 at the top of the keyboard.  They are 
programmable and will sometimes be used for various functions.  For instance F1 is usually used 
as a shortcut to get help.  

Enter Key: The Enter key works very much like the "Return" key on a typewriter. However, do 
NOT press enter after every line when you are typing a document. Windows knows when you 
are reaching the end of a line, and will automatically go to the next line. If you do press enter 
after each line, and then attempt to change the font or size of the document, you'll see some 
strange results! Pressing enter also usually agrees to a question that Windows asks you, similar to 
pressing an "OK" button, or a "Yes" button. 

Tab Key: Similar to a typewriter, the Tab key will insert indentation into a document. It also 
jumps from box to box when entering a form online, or in Windows and by pressing Shift Tab it 
will jump backwards. 

Insert Key: The insert mode toggles between the Insert Mode, and the Overwrite Mode. The 
Insert Mode will insert text where the cursor is when you type. For example, if you earlier typed 
the phrase "Windows is Fun", then moved your cursor between "is" and "Fun" and typed 
"REALLY", the result would be "Windows is REALLY Fun." However, Overwrite Mode simply 
writes over anything in its path. In our last example, the word "Fun" would have been written 
over by "REALLY", making the sentence read "Windows is REALLY." 

Num Lock Key: If you look at your Numeric Keypad (that group of keys to the right with all the 
numbers on it), you'll see that there are arrows and words under most of the numbers. When 
Num Lock is turned on, you can use those keys to enter numbers (instead of using the row right 
above the keyboard letters). When Num Lock is turned off, you can use the arrows and 
commands printed below the numbers. 

Home / End / Pg Up / Pg Down Keys: Often the Home key is used to move your cursor to the 
beginning of a line, and the End key is used to move it to the end of a line. Page Up and Page 
Down are slightly misleading. Often, the Page Down key won't move your cursor from Page 2 to 
Page 3, like you would think it would. Instead, they often move the cursor up/down one "screen-
length", meaning that if you push the Page Down key, the top of the screen becomes what was 
just after the bottom of the screen before you pressed the key. That's hopelessly confusing, so try 
it out yourself. I personally use these four keys very often to navigate quickly around 
a document. 

Common Control Key Shortcuts 

Ctrl + A Select All 
Ctrl + B Bold 
Ctrl + C Copy 
Ctrl + D Duplicate 
Ctrl + F Find 



Ctrl + G Go to Page 
Ctrl + H Replace 
Ctrl + I  Italic 
Ctrl + J Justify Text 
Ctrl + L Left Align Text 
Ctrl + N Open New Document 
Ctrl + O Open 
Ctrl + P Print 
Ctrl + Q Quit 
Ctrl + R Right Align Text 
Ctrl + S Save 
Ctrl + U Underline 
Ctrl + V Paste 
Ctrl + W Close Document 
Ctrl + X Cut 
Ctrl + Z Undo 
Ctrl + Home Move to the Start of a Document 
Ctrl + End Move to the End of a Document 
 
 

For more tutorials on using a computer you may go to 
http://www.learnthat.com/courses/computer/windows/index.html.  Some of these are little out of 
date but the basic ideas still apply. 
 

File Sizes 

Computer files are measured in units called "bytes" (pronounced "bites"). A byte roughly 
translates into a character or letter. For example, if I type "Love & War", I have typed in 10 bytes 
(7 letters, 1 symbol, 2 spaces). Special formatting codes such as Bold, Italics, or Underline add 
bytes to the document, as well as different fonts or font sizes. 

Bytes are measured in the metric system, which won't be unfamiliar to you if you live outside the 
US. But for those of you that are confused when you buy a 2-Liter from the grocery store, this 
table may help you figure out what people are talking about when they refer to a Megabyte. 

Abbreviation Term Actual Size 

Byte Byte 1 byte 

KB Kilobyte 1,024 bytes 

MB Megabyte 1,048,576 bytes 

GB Gigabyte 1,073,741,824 bytes 



So a Gigabyte is equal to a million kilobytes or a thousand megabytes. 

Floppy Disks hold about 1.44 MB. CDs hold about 600-700 MB. DVDs hold about 4.7 
Gigabytes and Hard Drives hold hundreds of Gigabytes.  Flash drives come in many sizes but if 
purchasing a new one get at least 4 GB. 

Text is not the only information that takes up room on your disk. Images and Graphics are 
recorded in bytes as well. 

In Windows Explorer (discussed earlier in the handout) you can view your files in detail view 
and it will show you the size of your files.  Right clicking on a drive, folder, or file and then 
selecting “properties” will give you size information and other information as well. 

 
 


