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Parts of the PC

Hardware

2: major items of equipment or 
their components used for a 
particular purpose 
<educational hardware>:

b : the physical components (as 
electronic and electrical devices) 
of a vehicle (as a spacecraft) or 
an apparatus (as a computer)

The parts of a computer that you 
can see, touch, and/or hold, even 
when the computer is turned off.

Software

a : the entire set of programs, 
procedures, and related 
documentation associated 
with a system and especially 
a computer system; 
specifically : computer 
programs

The programs installed on the 
computer to make it do the 
things you want it to do.

http://www.merriam-webster.co/dictionary/hardware   http://www.merriam-webster.com/dictionary/software



Lesson A1 - Handout

Identify the parts of the computer

QuickTime™ and a
Graphics decompressor

are needed to see this picture.
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Communicating to the PC 

 Basic input devices

 Mouse

 Keyboard

 Most common (important!) actions

 Point & Click

 Drag & Drop



The Keyboard

Updated from: Literacy Volunteers of New Jersey, Log On and Learn: Computer Vocabulary, pg. 7



The Mouse

Updated from: Literacy Volunteers of New Jersey, Log On and Learn: Computer Vocabulary, pg. 6

4. Right Click - Press and let 

go of the right mouse button

2. Click - Press and let go 

of the left mouse button

3. Double Click - Press 

and let go of the left mouse 

button two times quickly

5. Drag - Hold down the left 

mouse button. Move the mouse 

to another place and let go.

1. Hand position - Rest your palm lightly 

over the center of the mouse with index 

finger poised over left mouse button



The Cursor

 Arrow = pointer 

 Blinking line = typing 

insertion point

 Hand = click-through 

link

 Hourglass or moving 

circle = thinking!



Clicking

 Click: use your pointer finger to click 

the left mouse button once.

 Double Click: use your pointer finger to 

click on the left mouse button twice.

 Right Click: use your middle finger to 

click the right mouse button once.

 If you’re not sure, just click!  You can 

try a double or right click after if needed. 



Let’s Practice Using the Mouse!

 Double click “Mouse intro” on your desktop.  

Read the instructions and practice!  
 http://www.pbclibrary.org/mousing/intro.htm

 If you finish quickly or want more practice, 

double click “Mouse Practice.”
 http://www.seniornet.org/howto/mouseexercises/

http://www.pbclibrary.org/mousing/intro.htm
http://www.seniornet.org/howto/mouseexercises/


QuickTime™ and a
None decompressor

are needed to see this picture.

Parts of a Window

Title bar -

Shows the name 

of the open file 

and application

Menu bar -

Shows you a list 

of choices. Lets 

you make 

actions within an 

application

Tool bar -

A second way to show you the list of 

choices or actions that can be taken. 

Updated from: Literacy Volunteers of New Jersey, Log On and Learn: Computer Vocabulary, pg. 9



QuickTime™ and a
None decompressor

are needed to see this picture.

Minimize button -

Shrinks the window 

down to the bottom of 

the screen 

Maximize/restore button

- Opens the window to the 

full size of the screen

Parts of a Window

Close button -

Closes the window

Vertical scroll bar -

Lets you move up and 

down in the window

Horizontal scroll bar -

Lets you move left and 

right in the window

Updated from: Literacy Volunteers of New Jersey, Log On and Learn: Computer Vocabulary, pg. 10



Another Way to Think About It…

where you come from & 

how you were brought up

The operating system is like…



Another Way to Think About It…

your face!The desktop is like…
With:

• Icons

• Menus

• Windows



Another Way to Think About It…

how things are 

stored in your brain
Files & Folders are like…



Another Way to Think About It…

what you know, and what 

you know how to do

Applications are like…
(and data & 

information 

inside files)



Another Way to Think About It…

what makes you, You!Customization is like…



A Bit More On Folders & Files

File

Folder

Using files and folders can help you stay organized! 

This? Or This?

From: Logon & Learn, LVA New Jersey - Computer Vocabulary








