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Design Document: Mouse & Keyboard Basics
Class Description

Are you a new computer user with little or no experience using a keyboard and mouse? If so, come to this class and learn how to left-click, right-click and use basic command keys as you prepare to enter the online world!

Curriculum Track
Basics
Audience
Adults 
Course Length

90 minutes

Training Method

Instructor-led hands-on
Purpose

To introduce and/or review skills needed to successfully operate a computer keyboard and mouse 
Equipment Requirements

Projector and projection screen, computers with internet access for the instructor and each participant; laser pointer (recommended)
Software Requirements

Windows 7



Material Requirements

Notepaper, Pens or Pencils, Handouts, Participant Surveys

Learning Objectives
At the end of the session, learners will be able to: 

· Identify basic computer keyboard and mouse functions
· Type upper and lowercase letters
· Use the Spacebar, Backspace, Delete, Tab, Shift, Enter and Arrow keys
· Left, right-click, and scroll with a mouse in multiple parts of a document
Assessment Technique(s)
Successful completion of activities 
Content Outline
Agenda (2 mins.)
· Outline the following topics that will be covered in class:

· The Mouse
· The Keyboard 
· In-Class Practice
Topics, Talking Points, and Activities (85 mins.)

· The Mouse

· Explain the following concepts and illustrate each one with a graphic or screenshots and directions.
· A Mouse is a hand-operated electronic device that allows individuals to move the cursor around the computer screen.

· How to hold a mouse correctly 
· How and when to use the following mouse features:

· Left button (left-click): Used to single and double click in any application; single click is most often used to move the cursor while double-click is most often used to open a document or program
· Right button (right-click): Used to open mini menus in documents and other specialized functions on the internet
· Scroll wheel: Used to move the cursor up and down in documents or move a page or screen up or down
ACTIVITY: Have participants use the mouse to complete Activity #1 on the Activity Sheet. 
· The Keyboard
· Explain the following concepts and illustrate each one with a graphic or screenshots and directions. 
· Keys on the keyboard, their functions, and groups:
· Number keys are used to type in numbers (or special characters when combined with the Shift key)

· Function keys are used to perform certain tasks such as printing the screen or changing the name of a folder; they vary from program to program

· Navigation keys are used to move around in documents 

· The Numeric keypad is used to enter numbers quickly; it is fashioned after the layout of number keys in a traditional adding machine

· Typing keys are used to enter letters, numbers, punctuation and symbols; they are fashioned in the same layout used in traditional typewriters
· Explain that the computer keyboard works much like a typewriter in the following ways:

· Pressing letter keys produces lowercase letters
· Pressing the Shift key + letter keys or the CapsLock key followed by letter keys produces uppercase letters
· Pressing the Shift key + number keys or the Shift key + symbol keys produces the character on the TOP of the key 
· Pressing the Enter key moves you to the next line, like a carriage return on a typewriter
ACTIVITY: Have participants complete Activity #2 on the Activity Sheet
· Space Bar

· Explain that pressing the space bar inserts 1 character space to the right of the last character they typed. Share that its purpose is to insert spaces between both words and sentences.

ACTIVITY: Have participants complete Activity #3 on the Activity Sheet
· Backspace, Delete, and Arrow Keys

· Explain the following:

· Pressing the Backspace key deletes the character to the left of the cursor
· Pressing the Delete key deletes the  character to the right of the cursor
· Pressing the arrow keys moves the cursor from one character to another in the direction of the arrow key (up, down, left or right) WITHOUT deleting the characters
ACTIVITY: Have participants complete Activity #4 on the Activity Sheet
· Tabs & CapsLock

· Explain the following:

· Pressing the Tab key moves your cursor 5 spaces to the right; this is used to create spaces or indent text at the beginning of a paragraph
· Pressing the CapsLock key allows you to type all letters in uppercase format (it’s the same as pressing Shift + letter key each time); share that the way to deactivate CapsLock is simply to press it again
ACTIVITY: Have participants complete Activity #5 on the Activity Sheet
IN-CLASS PRACTICE: Have participants follow the directions to complete the In-Class Practice portion of the Activity Sheet
Wrap Up/Closing (3 mins)
· Highlight the upcoming technology classes and share the types of topics that will be covered 

· Ask if there are questions and answer any that were “parked” during the session

· Thank participants for coming and ask them to complete the class survey before leaving[image: image2.jpg].DIGITALLEARN.ORG
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