
 

 
 

 

Basic Computer and Internet Navigation Guide  
 

Whether you are new to computers or would like to refresh your knowledge, this guide covers the basic skills 
needed to navigate a computer and access the internet. Each section includes instructions about a different 
aspect of using computers and accessing information online. Read this guide from start to finish, or choose the 
sections that interest you most.  
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Computer Terminology 
Term  Definition 

Computer  An electronic device for storing and processing data 

Desktop  The primary display area of a computer screen 

Desktop Computer  A computer with a separate monitor, keyboard, and processor 

Drag / drag and drop  Use the mouse to drag icons and other objects on a computer screen, such as dragging the top 
of windows to reposition them or dragging the scroll bar in Web pages to scroll through them 

Icon  A small graphical representation of a computer program 

Keyboard  A piece of equipment that allows users to enter data into a computer 

Laptop Computer  A computer that contains the monitor, processor, & keyboard in one unit 

Monitor  A piece of computer hardware that displays the video and graphics information generated by a 
connected computer through the computer's video card. 

Mouse  A hand-operated device that allows users to move a cursor around a computer screen 

Processor  A small chip that resides in computers and other electronic devices. Its basic job is to receive 
input and provide the appropriate output. 

Start Menu  The central launching point for programs and tasks in a Windows computer 

System Tray  A stationary taskbar that contains icons for system functions 

Taskbar  A stationary strip of icons used to access frequently used programs 

Trackpad/Touchpad  A flat pad upon which the finger can be moved to move the cursor around the screen 

Window  An area of the screen that displays information for a specific program 
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Control the Computer with your Keyboard, Mouse or Trackpad 
Using a mouse or trackpad is the primary skill you need to use a computer. Moving your mouse pointer to select 
and open items is the same skill you will use to get online, search for information on the internet, and create new 
digital files like emails, documents and presentations.  
 
Read this section to develop your skills working with a mouse or trackpad to open folders, menus and 
applications on your computer. After completing this section, you will be able to:  

○ Click, drag, and scroll using the mouse or trackpad 
○ Open and close folders, menus and applications by clicking 
○ Right-click to open a drop down menu with options 
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Use your Mouse or Trackpad to Click, Drag and Scroll 
As you start working on a computer, first familiarize yourself with the workspace to identify the:  
 

Keyboard  Mouse  Trackpad 

Type keywords into a search field, 
or use the arrow keys to scroll up 
and down on a page. 

Use it to open files, menus, and 
applications, to move files, and to 
scroll. 

Use it like a mouse to open files 
and links or to select text, just tap 
the trackpad with your finger. 

 
   

 
 
Your mouse generally has a “right-click” and “left-click” button. Left-clicking with the mouse opens a link, 
application, or a file. You can also left-click to drag items on the screen and scroll up and down pages. 
Right-clicking with the mouse opens a drop down menu about the item you are clicking.  
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Here’s how to perform specific actions using a mouse: 
 

     Use the Mouse 

 
Click 

(to open) 
Drag and Drop 

(to move) 
Scroll 

(to read) 
Right-click 

(to open a menu) 

 
 
 
 
1 

To open a link, file, or 
menu, position the 
pointer over the object. 

 
 
 

 
 

 

To move a file to a 
folder or attach it to an 
email, click the object 
you want to select. 
Keep the left button 
pressed down. 

 

 

To move up or down 
in a file or web page, 
move the pointer to 
the far right to display 
the navigation bar.  

 
 

 

To open a menu about a 
file, link, or image, move 
the pointer over the 
object. Press the button 
on the right side of the 
mouse.  

 

 

 

 

  

2 

To open it, click it by 
pressing the button 
on the left side of the 
mouse two times. 

 
 

 

Move the mouse to 
guide the object to the 
new location, such as a 
folder. Release the left 
button to drop the 
object in the new spot. 

 

To scroll the page, 
click the dark square 
on the bar. Hold the 
left button down, and 
move the mouse. 

 

 

To select an item from 
the menu, move the 
pointer over the item you 
want, then click it by 
pressing the left button 
on the mouse. 
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Here’s how to perform specific actions using a trackpad: 
 

 

 Use the Trackpad 

  Move the Mouse Pointer 
Drag and Drop 

(to move) 
Scroll 

(to read) 
Right-click 

(to open a menu) 

 
 
 
 
1 

Move the mouse pointer: 
gently glide one finger 
on the trackpad surface.  
 
 

 

Drag a file into a folder: 
Move the pointer to the 
the file, tap and hold 
down. Move your finger 
to move the file. 

 

Move up or down a 
page: tap the open page 
with two fingers, hold 
down, then move them 
up or down to scroll. 

 

Open a right-click menu: 
Point to the object. Tap 
and press the control 
key. On Chromebooks, 
use the Alt key. 

 

 

 

  

2 

Click  Drag and Drop  Scroll  Right-click 

To “click,” move the 
pointer over an object 
and tap the touchpad. 
 

 
To “double-click,” tap 
twice. 

Or, use 2 fingers: keep 
1st finger pressed on 
the object, then use a 
2nd finger to move it. 

 
To “drop”, lift your finger 
to release the object. 

Or, point to the far right 
of the window. Tap the 
marker on the navigation 
bar and hold.  

To move up or down, 
use a 2nd finger. 

To select an item from 
the menu, move the 
mouse pointer over the 
item.  

Touch the trackpad to 
select the item. 

Use the Right-Click Menus 
By right-clicking a link, a file, or part of a document, you can choose from a list of menu options. The menu may be 
different depending on what you click. For example, right-clicking on different items like an image or plain text 
opens the following menus: 
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Right-click an image on a website  Right-click selected text in a document 

 
 

Open Menus, Folders and Applications  
Now that you are familiar with clicking, you can click to open menus, folders or applications like a web browser. 
Your computer already has applications installed. Each application has a unique picture, called an icon. To open 
an application, move your mouse pointer over its icon, and click it. Use the same method to open menus or 
folders. To find the applications installed on your computer, review the following table: 
 

Locate and open applications installed on your computer. 

PC or 
Mac  Desktop  Applications used a lot may have an icon on the desktop. Click an icon on the 

desktop to open the application on your computer. 

Mac  Launchpad 

Guide your mouse pointer to the bottom of the desktop to reveal the 
Launchpad. Click an icon from the Launchpad to open it. 

 

PC  Start menu 

Click the Start menu on the lower left side of your desktop, then click Programs 
to open the installed applications. Click an icon to open an application.
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Close a Folder, Menu or Application  

To use your mouse to close any application, folder, or menu, click the “X” button  in the top right of the 

window. On Mac computers, the “close” button appears as a red dot  on the left side of the toolbar.  

 
Use a Web Browser to Work Online 
After completing this section, you will know how to: 

● Open a web browser to view web pages on the internet 
● Use the browser’s toolbar and menus  
● View two or more browser windows  

 

Internet Terminology 
Term  Definition 

Browser Window tab  A window tab allows you to navigate between multiple web pages in a browser window.  

Internet browser   A web browser is a software application used to open an information resource on the web. 

Keywords  Keywords are words or phrases that describe content. Use them as internet search terms. 

Search engine   Use it to search for webpages about a topic. The search engine ranks websites based on 
popularity and closeness to the search terms. It returns a list of webpages back to you. 

Search Result  Each search result will contain: the title of the page and a brief description of the page.  

Search Results Page  The page that you see after you perform a search using a search engine. It includes a list of 
search results for the keywords you entered.  

Toolbar  Web browsers, include a toolbar in each open window. These toolbars have items such as back 
and forward buttons, a home button, and an address field.  

Web address bar  A text field near the top of a browser window. It shows the URL of the current webpage.  

Web browser windows  The top of a web browser window contains a title bar that shows the title of the open page.  

Web page / website   A web site is a collection of pages. A web page is an individual HTML document.  

Open a Web Browser to Connect to the Internet 
When you access the internet, you can view websites, send and receive emails, video chat with family and friends, 
read the news, and use social media sites. A web browser (commonly referred to as a browser) is a software 
application used to access and view information on the web. Your computer has a default browser installed. Open 
it by clicking the icon for the browser.  
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Common web browsers include Google Chrome, Microsoft Internet Explorer, Mozilla Firefox, Apple Safari, and 
Opera. 

Control Your Browser using the Toolbar and Buttons 
To open a website on the internet, first open an internet browser. Browsers function in similar ways, even though 
they do not look identical.  
 
One feature common to all browsers is the toolbar, which appears at the top of the window. Use this area to type 
a web address, add a new tab, or open the “browser” menu. Use the toolbar buttons to close or resize the window. 
The buttons may look different based on what browser and computer you use.  
 
The following image shows a Chrome browser on a Mac.  
 

 
 
The following image shows a Chrome browser using a PC:  

 
 

Other common toolbar and menu functions include the following: 

 
Click the “back” button to return to the previous web page. 

 
Click the “refresh” button to reload your current web page. 

 
Click the “resize” button to maximize or resize the browser window.  
On Macs this button appears on the left side and is yellow.  

 
Click the “X” button to exit the page and close the browser window.  
On Macs, the “close” button is red and appears on the left side of the toolbar. 
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Open the Browser Menu 
Most browsers also include a menu. In Chrome, this appears as three dots on the far right side of the window. 
Open the browser menu to select actions like these from a menu : 
 

● Click New Tab to open a new tab on the browser window, then 
use the mouse to select the tab you want to view. 

● Click New Window to open a new browser window. 

● Press - or + to zoom in and magnify the page or zoom out to 
reduce its size. 

● Click Copy after selecting text or images you want to take a 
snapshot of.  

● Click Paste to add the snapshot to a new email, doc, or file. 

Enter a Web Address or Search Terms into the Address Bar 
The address bar appears at the top of the browser window and displays the web address, which is also called the 
“URL.” To view a website, click the address bar field with your mouse. Type in the web address for the site such as 
www.google.com.  
 
 
You can also type keywords relating to a topic into this field. When you press Enter, the computer will search for 
the keywords and return a list of websites that match. 
 

 
  

Add Additional Tabs to a Browser Window 
Using multiple tabs in a web browser allows you to open several websites without cluttering your screen. To open 
a new tab in your browser, click the “new tab” button. Click each tab to view the web page that is open. 
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 Perform a Keyword Search and Review the Search Results List 
You will typically search the internet to find information about different topics. You can also search the internet to 
find out more about job opportunities by typing a keyword, like a Job Title or a Job Skill, in the search field. Search 
engine websites like Google.com, Bing.com, and Dogpile.com, return lists of websites, images, pdfs, and videos 
based on the keywords you enter. Read this section to learn the skills to find trustworthy and informative websites 
by performing keyword searches on a search engine website. After completing this section, you will be able to: 

● Search the internet by entering keywords about a topic into a search engine website 
● Review and filter your search results  
● Open a search result webpage in a new tab or browser window 

Open a Search Engine Website Using the Web Browser 
The top search engines include: Google®, Bing®, Yahoo®, DuckDuckGo®, AOL®, and Dogpile®. To perform a search 
using one of these search engines, open a new web browser window. Type the name of the search engine you 
wish to use in the address bar, and type .com after the name. Press Enter.  

 

Enter Keywords about a Topic Into the Search Field 
To use the Search Engine, think of a topic you want to know more about, for example a certain job title or job 
skills. Type those keywords into the search field and press “Enter” on the keyboard. The search engine will return 
a list of popular websites, images, videos, and even products that match your keywords. Most search engines 
also let you filter the results to view only video, only images, or only websites. 

Review the Search Results  
The search engine displays your search results in a list that includes a description of each result and hyperlinks 
you click to visit each result. The order in which results appear on your screen after you enter search terms 
depends on two things: how closely the result matches the words you typed in and the popularity of the website.  
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The closest and most popular matches appear at the top of the list.  
 

 
 
At the bottom of the search results page appears a Next link, which will display more web pages about your topic. 
These results may not be as popular as your first page of results. Also, in the Google Search Engine, other 
keywords are presented at the bottom of the search results page.  
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Click a suggested search to view the results.  

 

Filter the Results to View Images or Videos Only 
You can use the filters at the top of the search result page to receive only one type of results, such as images, 
videos, news or shopping products. To filter, click one of the filters on the search results page. 

Open a Search Result Link 
A search result consists of the title, the URL, or web address and a short description. Use this information to 
decide if the link is worth investigating by opening it to view the full website. To open a search result, move your 
mouse pointer over the Search Result title, which is usually blue because it is a hyperlink. Click the link to open the 
web site. To return to the search results page, move your mouse pointer over the “back” button in the web 
browser toolbar. Click or tab the “back” button to return to the search results page.  

Open a Search Result in a New Tab or Browser Window 
To keep the search results page open continuously, open a search result in a new tab. Move your mouse pointer 
over the title of a search result and right-click it. Select “open in new tab” from the drop down menu. The website 
opens in a new tab on the browser window you are working in. Move your mouse pointer to the new tab, and click 
it to view the web page. To return to the search results page, click the tab for it. To open a search result in a new 
browser window, right-click on the “title” of the search result. Select “new browser window” from the dropdown 
menu. If you like, resize your new search results window, then drag and drop it at another location on the desktop. 
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 Basic Digital Skills Checklist 
As you work through this Guide, you will develop the skills you need to successfully navigate a computer and the 
internet. These skills are transferable to other areas such as a course at school, in your current or future job, and 
for daily life. Use the following checklist to mark the digital skills you know and those you want to develop. 

Control the Computer with your Keyboard, Mouse or Trackpad 

_____   Use your mouse to click, drag and scroll  ____
_ 

Locate applications, like a web browser, on 
your PC or MAC computer 

_____  Use your trackpad to click, drag and scroll  ____
_ 

Open and close a folder, menu or application 

_____  Open a right-click menu     

Use a Web Browser to Work Online 

_____  Open a web browser to connect to the internet 
 

____
_ 

Use two browser windows to view multiple web 
pages at the same time 

_____  Use the toolbar and buttons on the browser  ____
_ 

 Open and resize a second browser window 

_____  Open the browser menu  ____
_ 

Drag a browser window to drop it in a different 
location on the desktop 

_____  Type a web address or search terms into the 
address bar 

____
_ 

Add a tab to a browser to open another web 
page 

Perform a Keyword Search and Review the Search Results List 

_____  Open a search engine page in the web browser   ____
_ 

Open a search result link 

_____  Type keywords about a topic into the search 
field  

____
_ 

Open a search result in a new tab  

_____  Review the search results page  ____
_ 

Open a search result in a new browser window 

_____  Filter search results to view only images or video     
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