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The Absolute Basics Series 

Part 2 - Using a Windows Computer 
 

Starting up a computer 
When you start a Windows computer that has a mouse and keyboard, it will go to the desktop.  
Like a real desktop, the computer desktop is the working space on your computer. 
 

Press the power button 
 Look for a button that probably has a picture of a circle 

with a line through it. It is usually on the front or top. 

 Press and hold the button for second of two till the 
computer begins to come to life. 

 If your computer has a separate screen, there may be two 
power buttons. Turn on the screen first. 

 If you have a laptop, it will only have one button. 

 As it starts, there may be messages about pressing special 
keys to modify the start-up process. Just ignore these. 

 

Wait for the desktop to appear 
 Your computer will show a Windows logo as it starts. 

 You may have to choose a user or put in a password if 
your computer is set up like that. You may have to press 
enter after entering the password. 

 After a short while, the computer desktop appears. 

 (On some Windows 8.1 setups you may need to click on 
the Desktop tile to see the desktop.) 

 All desktops are never exactly the same. 

 The desktop is like a Home base. You often return here. 
 

Things to identify on the desktop 
 The Start button: at bottom left. It is a gateway to lots of 

programs, controls and documents, pictures, music, etc. 

 The Start menu: pops up when the Start button is clicked. 
In Windows 8.1 it is a completely different page. 

 Desktop background: the background picture. It could be 
any picture set by the user. 

 Icons: small pictures that represent programs, apps, 
pictures, documents, folders, etc. 

 The Taskbar: the bar along the bottom that can have icons 
put on it and shows the date and time. 

 The Recycle Bin: looks like a wastebasket. Used for 
documents, pictures, etc that you want to throw away. 

 File Explorer: the yellow folder in the taskbar that is a 
gateway to where your documents, pictures, music, etc is 
stored. Windows 7 calls this folder Windows Explorer. 
(Windows Vista does not have this. Use the Start menu.) 
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Turning off a computer 
Computers must not be suddenly switched off at the plug or by pressing the power button. They need 
to do some ‘housekeeping’ first. Computers do not have to be turned off if you will be using them again 
later. For home users, it is probably a good idea to turn your computer off at the end of the day. 
 

Close programs and apps 
 Save any work you want to keep. 

 Close any programs that are running. Use the X at top 
right corner. Some programs may ask if you want to save 
something. Click whether to Save or not. 

 Some programs may be running in the background. Look 
in the taskbar for icons that are selected. Click the icon, 
then the cross on their window. 

 

Find the Shut Down button 
 Some Windows versions do not call it Shut Down and 

some only have the power symbol. 

 Windows Vista: Click the Start button > click the power 
symbol at the bottom of the right hand column. 

 Windows 7: Click the Start button > click the Shut Down 
button at the bottom of the right hand column. 

 In Windows 8.1: Click the Start button to go the tile 
screen > Click the Power icon near top right > click Shut 
down in the menu that appears. 

 Windows 10: Click the Start button > Power > click Shut 
down in the menu that appears. 

 

Be patient 
 It may take a while to shut down fully. 

 Sometimes the computer has downloaded updates that 
need to be installed as it is shutting down. Never unplug 
your computer when it is updating, or your computer 
software could be damaged. 

 Wait till all lights are out, except maybe a power light that 
shows it is plugged in. 

 You can then turn it off at the plug if you want. 
 

Special notes for laptops 
 Laptops often turn off the screen before the computer has 

shut down fully, so wait for the lights to off. 

 Closing the lid before it has shut down may 
unintentionally only put it into sleep mode. 

 Don’t move the laptop during the shutdown process. 

 Laptops will recharge faster when shutdown. 

 To extend the life of a laptop battery, regularly use it 
without the power supply plugged in. 
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Using a computer mouse 
You can use a mouse to start and operate programs, open documents, move things and lots more. 
 

Holding the mouse 
 The heel of your hand should rest on the desk. 

 Use one hand. Hold the mouse on the sides using your 
thumb and third and fourth fingers. 

 Rest your first and second finger on the buttons without 
pressing them. 

 

The mouse cursor 
 Move the mouse and a small icon will move on the screen. 

This icon is called the cursor. 

 The cursor is usually an arrow, but can be other shapes. 

 Moving the cursor without clicking is called hovering. 

 Hover over some of the icons on the screen to see 
information about that item like labels or previews 

 

Clicking 
 Clicking the left side button usually activates or selects 

something. Try it on some desktop items.  

 Most items, like the Start button or the taskbar icons are 
buttons, and will open up a box or window. 

 To close a box, click outside of it. To close a Window, 
program or app, click the X in the top right corner. At 
other times there is a Close button. 

 Clicking some items makes them highlight to show that 
they are selected. Selected items are switched on so they 
respond to other actions. See the section on using Paint. 

 

Double clicking 
 Some items, like the Recycle Bin, need to be clicked twice 

with the left side button to open them. 

 There is a particular timing needed for double click and it 
must be done with no movement of the mouse. 

 

Right Clicking 
 Clicking the right mouse button on an item usually brings 

up a list of what can be done with it. 

 Lists like this are usually called a menu. Right click various 
screen icons or other items to see how the menu varies. 

 Click away from it to close the menu. 
 

Dragging 
 Hold down the left button and move the mouse. 

 This can be used for moving objects or for drawing. 

A right-handed person 

 
 
 

The mouse moves the cursor 
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Right click 
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Scrolling 
 If a space is too small for its contents, a narrow slider bar 

with a smaller box in it may appear on the right side, 
bottom, or both. The sliders are usually called scroll bars. 

 Drag the box to make the contents scroll to show more. 

 If your mouse has a wheel between the buttons, rolling 
the wheel with your finger can also scroll items. 

 Windows Vista, 7 and 10: Click Start > All Programs (All 
Apps) and practice scrolling the list up and down. 

 Windows 8.1: Click Start > the down arrow at bottom left 
to see All Apps > this scrolls side to side. 

A scroll bar on the right side 

 
 

Using the mouse with the Start menu 
The Start menu is a gateway to the computer’s programs, apps, controls and settings.  
 

The Start menu in Windows Vista and 7 
 Click the Start button to see a box with two columns. 

 In the left hand column are some program icons. 

 To see all your programs > click All Programs. 

 Clicking a program icon will start the program. 

 Type in the search box to find items on the computer. 

 In the right hand column are titles that are buttons for 
locations such as Documents, Pictures or Control Panel 

 Clicking these buttons opens a window. 
 

The Start menu in Windows 10 
 Click the Start button to see a box with two sections. 

 In the left hand column are some recently used apps 
along with locations like File Explorer. 

 Clicking File Explorer opens a window. 

 To see all your apps and programs > click All Apps. 

 Clicking a program icon will start the program. 

 In the right hand section are tiles for apps and programs. 

 Clicking these tiles starts the app or program. 
 

The Start menu in Windows 8.1 
 Click the Start button on the desktop to go to the Start 

screen. It has only tiles and a few buttons at the top. 

 Click tile to start a tile app or a desktop program.  

 Desktop programs open on the desktop.  

 Tile apps take over the whole screen. To close them, move 
the mouse to the top right and click the X. 

 To run a program that is not on the tile screen, either 
type its name and press the Enter key, OR click the down 
arrow at bottom left to see the All apps screen > find the 
program yourself or use the search box. 

Windows Vista Start menu 

 
 
 
 

Windows 10 Start menu 

 
 
 
 

 
Windows 8.1 Start screen 
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Using the mouse with File Explorer 
File Explorer (previously called Windows Explorer) is what Windows calls its system for organising all the 
documents, pictures, programs and the thousands of other files stored on a computer.  
 

Opening File Explorer 
 Windows 7, 8.1, 10:  Click the yellow folder icon in the 

desktop taskbar and a window will open. 

 Windows Vista: Click Start > click Computer or 
Documents and a Window will open. 

 

Use the mouse to move and resize 
 Only the very tip of the mouse pointer does the work. 

 The top border of a window is called the title bar. 

 Move the window: Click and hold the mouse pointer on 
the title bar and drag. Release the button to let go. 

 Resize the window: Move the mouse pointer to a side or 
bottom edge. When the pointer changes to a double-
headed arrow, drag to resize the window. 

 Move the mouse pointer to a bottom corner and a 
slanted arrow also allows you to resize. 

 

Use the mouse with the control buttons 
 At the top right of the window are three buttons. 

 Maximise and Restore the window: Click the middle one 
to make the window fill the screen. Click the middle 
button again to restore it to the size it was. 

 Minimise the window: Click the line button to have the 
Window disappear and become a taskbar icon. Click the 
taskbar icon for this window to bring it up again. 

 Close the Window: Click the X at top right. 

File Explorer icon 
 

 
 
 

The title bar is at the top of a 
window and usually has the name 

of the folder or program in it. 

 
 
 

Controls on Windows 7 

 
 

Controls on Windows 10 

 

 

Practising using the mouse with Paint 
 

Find and start Paint 
 Windows Vista and 7: Click Start menu > All programs > 

Accessories > Paint. 

 Windows 8.1: Click Start button > on the tile screen type 
‘paint’ on the keyboard > click Paint. 

 Windows 10: Click Start menu > All apps > scroll down to 
Windows Accessories > scroll down to Paint. 

 

The Paint menus 
 Menus are lists of choices that expand out when you 

click a button. You can then click on one of them. 

 Paint has three menus at the top: File, Home, View. 

Paint icon 
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 File has a ‘dropdown’ menu. Some items on it also have 
small sub-menu triangles to click for more options. 

 When you use the pop-out style sub-menus, always 
move the mouse at right angles to navigate them. 
Moving on a slant can make them close unexpectedly. 

 Home and View have ‘ribbon’ menus that spread the 
choices sideways. Some items have sub-menu triangles. 

 

Experiment with Paint 
 In the toolbar at the top, click a tool or colour to choose 

it and drag the mouse to paint on the screen. 

 The cursor will change depending on the tools you are 
using. It is only the tip of a cursor that does the work. 

 Try different styles of brushes with the sub-menu 

 Use the eraser to fix mistakes, or click the back arrow at 
top left to undo.  

 Colour 1 is the tool or paintbrush colour. Colour 2 is the 
underlying ‘paper colour’ and is what you get when you 
use the eraser. Normally this is left white. 

 Use the paint bucket to fill areas. 

 Close with the cross. No need to Save at this time. 

Drop down menu 

 
Ribbon menu 

 
 

 
 

Practising using the mouse with Solitaire 
 

Find and start Solitaire 
 Windows Vista and 7: Click Start menu > in the right-hand 

column > Games > double click Solitaire. 

 Windows 8.1: Click Start button > on the tile screen type 
‘solitaire’ on the keyboard > click Klondike. 

 Windows 10: Click Start menu > tiles section > Microsoft 
Solitaire Collection > Klondike. 

 

Play the game 
 Windows Vista and 7: the game has popup instructions as 

you play. There are two dropdown menus at top left for 
hints and help. 

 Windows 8.1 and 10: the game has instructions at the 
start and during the game. Turn them off if you want. Click 
the dropdown menu at top left to get hints and lots of 
other options and help. The buttons in the bottom corners 
can start a new game, undo a move or send all the cards 
home if you solve the game. 

 In both versions: Drag the cards to move them to other 
stacks. Click the face down deck to see more cards. If the 
game has no more moves, it will let you know. 

 To close, click the X at top right. 

 
 

Windows 7 

 
 

Windows 8.1 and 10 
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Using a computer keyboard 
The main layout is similar to a typewriter. To see what you type, we will use the WordPad program that 
comes with every Windows computer. More advanced choices that can be installed on your computer 
are Microsoft Office (paid), Libre Office (Free) or Open Office (Free). Install only one of these. 
 

Finding and Opening WordPad 
 Windows Vista and 7: Click Start menu > All 

programs > Accessories > WordPad. 

 Windows 8.1: Click Start button > on the tile screen type 
‘wordpad’ on the keyboard > click WordPad in the list. 

 Windows 10: Click Start menu > All apps > scroll down to 
Windows Accessories > scroll down to WordPad. 

 WordPad opens with a blank page. To make it fill your 
screen, click the square icon in the title car near top right. 

Blank page in WordPad 

 

 

Using the important keys 
The typical desktop computer keyboard has over 100 keys, but some of them are rarely used, especially 
by beginners. Laptops often have fewer keys and squeeze some keys into odd places. The keys that have 
been coloured below are the ones we will be using. Try to work using both hands. 
 

 
 

The typing cursor 
At the top of WordPad’s blank page is a blinking cursor showing where the next character (letter, 
number or symbol) will appear when you type. Also, when you move the mouse over the toolbar 
buttons, an arrow cursor appears. Move over an area where you can type, an ‘I-beam’ cursor appears. 
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Practising the keyboard with WordPad 
Colours refer to the diagram on the previous page. Each letter group is explained first and then has a 
short exercise to carry out in WordPad. Computer keys only need a soft touch. Computer keys will 
repeat if you hold them down, so tap rather than press. 
 
   The letter keys (yellow) 

 Have capital (upper case) letters on them, but will 
normally type lower case letters when you tap them. 

 Type the name of a fruit, such as apple 
 
   Backspace (grey) 

 Removes the letter on the left of the cursor, then you can 
type a correction if you want. Tap it one letter at a time. 

 Type two extra letters onto the name of your fruit, like 
this appleee. Remove them with Backspace and add s 

 
   Spacebar (green) 

 Adds a space between letters. Press just once. 

 Type a space after your fruit name and type two more 
kinds of fruit with spaces between them 

 
   Enter (red) 

 In typing programs, Enter makes a new line.  

 Most typing programs automatically take a new line if a 
word won’t fit. This is called word wrap. 

 Press Enter to make a new line below your fruit names 
 
   Shift (orange) 

 Changes the letter keys to capitals and gives the top row 
on keys with two items, like numbers. To use it correctly, 
hold Shift with one hand > tap the letter > let go Shift. 

 Type your first and last names with capitals at the start 
 
   Numbers and symbols (light blue) 

 These are on the double keys. Use shift to use them. 

 Type all the numbers and then the characters above the 
numbers. Add a plus sign, a comma, a full stop and a ? 

 
   Caps Lock (purple) 

 Locks on when pressed to make all letters capitals. Press it 
again to turn it off. Usually shows a light when it is on. 

 Press Caps Lock and type your name in all capitals 
 
   Arrow (or cursor) keys (dark blue) 

 Move the cursor to type in a different place. (You can also 
use the mouse to click where you want the cursor.) 

 Use the arrow keys to take the cursor back to your fruit 
list. Move the cursor between two words and type a new 
item. You may also need to add an extra space. 

 
apple 
 
 
appleee 
 
apples 
 
 
apples pears oranges 
 
 
apples pears oranges 
l 
 
 
Bill Gates 
 
 
1234567890 
!@#$%^&*()+,.? 
 
 
BILL GATES 
 
 
apples lemons pears 
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Using the Internet on a Windows Computer 
 
Popular uses for the Internet are email, messaging and viewing websites.  
The part of the Internet that contains web pages is called the World Wide Web (www). Often just called 
the Web, it is made up of billions of interconnected web pages. 
 

Web browsers 
Web browsers are computer programs that talk to websites. They ask for the parts of the site to be sent 
and then assemble it into a page. They also pass on your clicks to say where you want to go next. 
 

Popular Windows browsers 
 Internet Explorer: comes with all versions of Windows. It 

is still part of Windows 10 even though it is not featured. 

 Google Chrome: needs to be installed. It is no longer 
supported for Windows Vista. 

 Mozilla Firefox: needs to be installed. Supports all current 
versions of Windows. 

 Microsoft Edge: only available for Windows 10. Still being 
developed and does not support parts of some websites. 

 

Which browser to choose? 
 All the above browsers have their supporters. 

 We will use Internet Explorer as the example since it is 
available on Windows computers without installation. 

 The general features discussed here also apply to Chrome 
and Firefox. Edge has less features and controls and it is 
not covered here at this time. 

 Once you become more capable, the use of at least one 
extra browser is recommended. 

  
 
 

 
 
 

 
 
 

  

 

Using Internet Explorer (IE) 
 

Starting Internet Explorer 
 Windows Vista, 7 and 8.1: Click the IE icon on the desktop 

taskbar. (Windows 8.1 also has another tile app version of 
IE on the Start screen. We will not be using that one.) 

 Windows 10: This only has the Edge browser on the 
desktop taskbar. To add IE: go to Start > All Apps > 
Windows Accessories > click on Internet Explorer. 

 Pin IE to the taskbar in Windows 10: While IE is open: 
right click on the IE icon in the taskbar > Pin to taskbar. 
This keeps it there even when IE is closed. Drag the IE icon 
to wherever you want it on the taskbar. 

Windows 7 

 
Windows 8.1 

 
Windows 10 
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Looking for a website 
Websites contain information, stores, entertainment, news, social media, and lots more. 
 

Web addresses 

 Websites are stored on computers that are usually far 
away. To help find websites, each one has a web address. 

 Many start with www, like www.ascca.org.au, but they 
don’t have to and can be found without using it. For 
example: bfseniors.com.au or ala.asn.au 

 Letters at the end indicate a country: .au is Australia, .nz is 
New Zealand. The US doesn’t have a country code. 

 Website addresses don’t need capitals. 

 When the browser identifies a web address, it puts http:// 
or https:// in front of it. The ‘s’ means secure and that the 
site has a login or identity check on it. It is put in 
automatically and you don’t have to type it yourself. 

     
         www 
     

         .com.au 
         .com 
         .org.au 
 

         http:// 
         https:// 

 

 
 

Typing in the address bar 
 Near top right of most browsers is a long box where 

website addresses are shown. 

 Click in the address box and it will all be selected. Press 
backspace the clear the box.  

 Type a web address, for example bfseniors.com.au, in the 
space and tap the Enter key. The site will load and its full 
address will appear in the address bar. 

 Try typing in two other websites. Clear the address box 
after each one: www.msn.com/en-au/     gcflearnfree.org 

 

Searching in the address bar 
 Not long ago, typing web addresses in the address box 

wasn’t easy. You had to get the address exactly right or 
the browser would show an error and couldn’t load it. 

 Now, the address space uses search engines so it can 
make an educated guess at what you want. 

 The most common address bar search engines are Google 
and Microsoft’s Bing. They usually show a logo to indicate 
that they are helping you. 

 Try typing in these words in the address box and see what 
it suggests. Clear the box after each one: houses for sale 
asian food recipes             cheap holidays 

 
 

Typing a web address 

 
 
 
 
 
 
 
 

Typing search words 

 
 

Google search 

 
 

Bing search 

 

  

http://www.ascca.org.au/
http://bfseniors.com.au/
https://ala.asn.au/
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Navigating web pages 
 

Following links 
 To get from one page on a website to another, you need 

to click on links. Links can be: words that are underlined, 
buttons, pictures, or anything that is clickable. 

 When hover the mouse over a link the cursor is a hand. 

 On some sites, links change colour after they are clicked. 
 

Forward and back buttons  
 At top left of the Window there are two arrows. 

 Back (left pointing) arrow: goes back to the page 
containing the link that took you to the current page. 

 Forward (right pointing) arrow: goes forward to a page 
you visited when you clicked a link on the current page. 

 The buttons won’t be active until you visit other pages. 
 

Refreshing a web page 
 Click the circular arrow to redraw and update the page. 

 

Using tabs 
 You can have more than one website open at once using 

tabs. In IE, they are to the right of the address box. In 
other browsers, they are in a row above it. 

 Click the small box, tab or plus sign to the right of the 
existing tab to make a new one. 

 Open a new website in the new tab using the address box. 

 To open links in new tab: right-click > open link in new tab. 

 Go back and forth between the sites by clicking the tabs. 

Links as underlined words 

 
Link cursor 

 
 

Back and forward buttons 

 
 
 
 

 
Refresh arrow is on the right 

 
 
 
 

A tab in IE with the new tab 
button on the right 

 

 

Using the Google search engine website 
Search engines are websites that continually search through the Internet cataloguing websites. Most 
popular is Google, but there are others. It is similar to searching in the address box. 
 

Starting a Google search 
 Type google.com.au in the address box. 

 In the search box in the middle of the screen, type search 
words to find what you want to look for. 

 Search tips: Type in lower case without punctuation. 
Shorter is often better with just the important words. 

 As you type, Google begins making suggestions.  

 You can click on a suggestion, or ignore them and click the 
blue looking glass at the right of the box (or press Enter). 

 

 
 

Google website home page 
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Choosing a website link to click 
 Google usually lists thousands of sites. 

 A bar across the top lets you choose between: All types of 
content including websites, or just Images, Maps, etc. 

 Some results at the top may be ads (though still on topic). 
The rest are ranked by Google’s importance ranking. 

 Scroll to the bottom to click the numbers for more pages 

 Click on the blue title at the top of an item to go to a site, 
but first check that that the real website name below it in 
green also matches what you want. 

A search for ‘houses’ 

 

 

Setting a home page 
Web browsers can have a home page set that appears every time it is opened. 
 

Google is one site you could use. 
 Open google.com.au in IE.  

 Click the gear icon at top right > Internet Options. 

 On the General tab > Home page. 

 If there is a web address in the box, delete it. 

 Click the Use Current button and the Google address will 
appear in the box. At the bottom, click Apply > OK. 

 

Alternative home pages 
 A news page, for example: MSN or Twitter. MSN has 

Outlook.com and other Microsoft apps in its home page. 

 Your email website, for example: outlook.com or 
yahoo.com.au. Gmail is on the Google site home page. 

 A shopping page, for example: eBay. 

 Social media, for example: Facebook. 

 
The IE home button is a house 

 
 

IE Internet Options 

 

 

Making a list of favourite websites 
Turning on the Favourites bar, and adding regularly used websites to it, saves typing them in each time.  
 

Turn on the Favourites bar 
 Right click in the space above the address space. 

 If the Favourites bar is already on, it will be ticked. 

 If not, click on it and it will appear below the address box. 
 

Adding websites 
 To put a site onto this bar, get it on screen first. 

 Click the yellow star at the left hand end and it will be 
added as first on the list. 

 Most sites have names that are too long > right click on 
the site name > Rename > press the Backspace key to 
delete everything > type in a short name. 

 To remove a site from this bar: right click on it > Delete. 

Turning on Favourites bar 

 
 

Add a site with the star 
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    Using Gmail on a computer 
 

Getting a Google Account 
 

 Go to www.google.com.au > click Sign in at top right > 
the Sign in box appears > below it Click create an account 
> fill in your details. Create a strong password. 

 You can choose to put in your mobile number as another 
form of identification 

 

 
 

 

Getting started 
 

Signing in to Gmail for the first time 
 Go to the www.google.com.au website.  

 If this is the first time you have used your login in this web 
browser, click the blue Sign in button at top right. 

 Type your Gmail address into the box that appears. 

 Then type in your password. 

 If you want this browser to remember your email address 
and password, leave the ‘Stay signed in’ box ticked. Only 
do this on your own computer. 

 If you untick ‘Stay signed in’, you will always see the blue 
Sign in button and always have to login. 

 You will then be returned to the Google home page. 

 Click the Gmail button near top right to begin. 

 (The browser may also ask to save your password. Click 
‘Never remember’ to that as well, if you did so before) 

 

Signing into Gmail from then on 
 Go to the www.google.com.au website. 

 If you are using the same browser on the same computer 
and you ticked ‘Stay signed in’ > click the Gmail button > 
you will be signed in automatically. 

 If you are using the same browser on the same computer, 
but unticked ‘Stay signed in’ > click the Gmail button > it 
will take you to the sign in box. 

 If you are on a different computer or browser, follow the 
steps above for a first sign in. 

 

Signing out 
 On your own computer, it is convenient to leave Gmail 

signed in and just close the browser with the X. 

 If you want to completely sign out, especially important 
when you are using someone else’s computer, click the 
user picture circle at top right > Sign out. 

What you see when not signed in 

 
 

Sign in box 

 
 
 
 

What you see when signed in 

 
 
 
 
 

Sign out box 

 
  

http://www.google.com.au/
http://www.google.com.au/
http://www.google.com.au/
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The Gmail inbox 
When Gmail opens, it shows your inbox. It contains your received mail. 
This section describes the important parts and not everything will be covered. 
 

 
 

The received mail list 
 This is in the middle of the page. It shows the sender, the 

email title and part of the first line of the email. 

 Mail you have not opened has a white background. 

 Mail you have read has a grey background. 

 The Inbox folder in the right column has a number to 
show how many unread messages are stored in there. 

 Numbers next to the sender show how many emails are 
part of the conversation on that topic. 

 Icons at the left of the email heading are clickable:  
o Tick box selects the email to see more options. 

Selected mail has a yellow background. 
o Star is used to make an email stand out. 
o Importance tab marks it as important. Google will 

learn from what you select. 
 

The inbox tabs 
 The tabs above your mail list sort your inbox mail 

automatically into groups to make your inbox tidier. 

 Primary tab opens first and has the mail that Google 
thinks is most important to you. Click the other tabs to 
see mail that Google thinks belongs in each category. 

 The tabs will hide when you scroll the mail list. 
 

Useful buttons 
 Rotating circle above the tabs looks for new mail. 

 Gear button on the right has Settings and Help. 

 
 

Mail can be ticked, given a star or 
an importance tag 

 
 
 
 
 
 

Tabs 

 
 

 
 
 

Refesh                  Settings 
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Reading and organising mail 
 

Reading and printing mail 
 Click an email in the inbox list to read it.  

 Any other messages in this conversation, are at the top in 
grey. Click on a previous email to expand it. 

 The most recent email is at the bottom. 

 To go back to the inbox, click the back arrow that is now 
visible above the mail’s heading. 

 To print mail, click the printer icon at top right of the mail. 
 

Selecting mail 
 Many of the actions shown below need an email, or a 

group of emails, to be selected. 

 To select mail: click on the box on the left to tick it. More 
than one can be selected at once. They will turn yellow. 

 Opening an email also selects it. 
 

Organising and deleting mail 
 The column on the left under the COMPOSE button has a 

list of labels that work like categories or folders. 

 The one that is open at the moment will be coloured red. 

 Starred and Important: click either of these to view mail 
where you have clicked the star or tag. The actual starred 
or tagged mail shown can come from anywhere. Click on a 
star or tag to remove it. Google may also add stars or tags. 

 Sent Mail & Drafts are covered in the writing mail section 

 All Mail: shows all mail, including hidden mail like those 
that are Archived. It does not have deleted mail. 

 Archiving mail: This clears mail out of your inbox, but 
does not put in in the Trash. To archive mail: click on the 
button at the top with the down arrow. 

 Spam: is mail that Google thinks is junk. You can also add 
mail to this folder: select the email > click the button 
above with the octagon. You can also drag the mail to 
Spam. Gmail will learn from what you put in Spam. 

 Check the spam folder regularly for mail that you actually 
want. If so, move it out by: right-click > Not spam. 

 Trash: is mail that you want to delete. To put mail in this 
folder: select the email > click the button above with the 
bin. You can also drag mail to the trash. 

 Trash and Spam folders delete mail after 30 days. 

 Searching for an email (including Archived mail): type the 
sender, title or anything from it in the box at the top. 

 Circles and Hangouts (the chat, phone and video icons) 
are not covered here. 

Buttons when mail is opened od 
selected with the tick 

 
 

 
 

Folders, labels and categories 

 
 

Removing mail from Spam 

 
Search box 
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Writing and replying to mail 
 

Writing a new email 
 Click the red ‘Compose’ button and a box opens.  

 If you want to make it bigger, click the slanted double 
arrow at the top right of the box. 

 

The To box 
 Type the receiver’s email address into this box. You can 

put in more than one person’s address.  

 Gmail might suggest names if you have emailed them 
before, or previously added them to the Contacts list. 

 

The Cc and Bcc buttons 
 Click either of these for extra address boxes. 

 Cc is usually for business use. It indicates that you are 
receiving the email for information purposes. 

 Bcc hides the email addresses put into this box from 
everyone who receives the mail. Usually done for privacy. 

 

Putting in text and pictures 
 Add a short title in the Subject box underneath the 

receiver’s address 

 Along the bottom, click the A button to change the text by 
making it larger, bold, italic, coloured, bulleted, etc. 

 Click the smiley face to add pictures called emoticons. 

 (The Google Drive and Photos buttons only work if you 
have saved items in Google’s cloud storage.) 

 Gmail saves as you type. If you want to finish later click 
the X to close. To open it again, click the Drafts folder. 

 

Adding pictures and attachments 
 Attachments can be files or photos. 

 To add an attachment sent along with the mail: click the 
paperclip icon > a file dialog box will open > navigate to 
the file or photo you want > click Open button and it adds 
it to your email. Attachments have a total of 25mb max. 

 You may need to do this more than once if the items you 
are attaching are in different folders. 

 Sending more than 25mb: Gmail will offer to upload your 
attachments to Google Drive (Google’s online storage). 

 

Click Send when everything is ready 
 If you used Google Drive, a box opens. For beginners, 

make no changes and click Share & Send’. 

 
 

New message box 

 
 
 
 
 
 

 
Text formatting 

 
 

Emoticons 

 
 
 

 
 

Large files 
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Replying to mail 
 When an email is open, click the back arrow button at top 

right to reply to the email’s sender.  

 The writing box will open with the original sender’s email 
address already added, and you can work the same way as 
with a new email. 

 

Other kinds of replies 
 Clicking the menu button at the right of the back arrow 

has more options to include others in your email. 

 Reply to all sends your reply to all the email addresses 
that were used in the To and Cc boxes in a group email. 

 Forward sends the email, including attachments, to a new 
person. You will have to add the receiver’s address. 

 
 
 

Types of replies 

 

 

Contacts 
Contacts is your email address book with email addresses of people and organisations that you know. 
When in Gmail > click the red Gmail menu near top left > Contacts. It opens in a new tab, but leaves the 
Gmail tab open in the web browser. To go back to Gmail > click the other open tab. 
 
Because Gmail suggests known email addresses when you type in To box, you may rarely visit Contacts. 
 

 The left-hand list shows groups or labels. 

 My Contacts: addresses that you have entered or edited. 
It can be used as a ‘Favourites’ list by adding contacts to it. 

 Circles: from Google+ (Not discussed here). 

 Most Contacted: made by Google from your mail activity. 

 Other Contacts: the contacts not in any other group. 

 Try Contacts Preview: If you click this, you will get a very 
different layout. Best not to click it at this time. 

 

 

Working with contacts 
 Add a new contact: click red button above the labels. 

 Selecting a contact: tick it in the list or click on it to open 
it. Extra buttons will also appear at the top. 

 Edit a contact: click a name in the list and open it. 

 To go back to the list view: click the back arrow button on 
the left end of the top row of buttons. 

 Move a contact to My Contacts: click a name in the list > 
click Add to My Contacts button above the names list. 

 Delete Contact: click a name in the list > Click the More 
button at the top > Delete contact. 

 Sending mail from Contacts: select the contact > Mail 
envelope button at the top. 

Finding the Contacts list 

 
 

Contact labels/categories 
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      Using Outlook.com email on a computer  
 
 
Some users are being moved to a new premium look for Outlook.com announced in February 2016 and 
may find that their screens look a little different. The basic principles are the same, however. 
 

Getting a Microsoft account 
 

 Go to www.outlook.com . It will ask for your login. If you 
don’t have one, click ‘Sign up now’. Fill in your details. 
Create a strong password. 

 You can choose to put in your mobile number when asked. 
It helps if you need to confirm your identity. 

 

 
 

 

Getting started 
 

Signing in to Outlook.com for the first time 
 Go to the www.outlook.com  website.  

 Click the blue Sign in button at top right. 

 Type your Outlook.com address into the box that appears. 

 Then type in your password. 

 If you want the browser you are using to remember your 
email address and password, tick the ‘Keep me signed in’ 
box. Only do this on your own computer. 

 If you left ‘Keep me signed in’ unticked, you will always 
see the Sign in page and always have to login. 

 The browser may also ask to save your password. Click 
‘Never remember’ to that as well, if you did so before. 

 

Signing into Outlook.com from then on 
 Go to the www.outlook.com website. 

 If you are using the same browser on the same computer 
and you ticked ‘Keep me signed in’ > go to 
www.outlook.com and you will be signed in automatically. 

 If you are using the same browser on the same computer, 
but you unticked ‘Stay signed in’ > going to 
www.outlook.com takes you.to the sign in box. 

 If you are on a different computer or browser, follow the 
steps above for a first sign in. 

 

Signing out 
 On your own computer, it is convenient to leave 

Outlook.com signed in and close the browser with the X. 

 If you want to actually sign out, especially important when 
you are using someone else’s computer, click the user 
picture circle at top right > Sign out. 

 
 
 
 

Sign up box 

 
 
 

Signing out 

 
  

http://www.outlook.com/
http://www.outlook.com/
http://www.outlook.com/
http://www.outlook.com/
http://www.outlook.com/


Broadband for Seniors – Absolute Basics Series (ASCCA version)        Mark Young 17.8.2016   Page 19 

The Outlook.com inbox 
When Outlook.com opens it shows your inbox. It contains your received mail. 
This section describes the important parts, but not all will be covered. 
 

 
 

The messages list 
 This is in the middle of the page. It shows the sender, the 

email title ordered by the date received. 

 Mail you have not opened has a blue title. 

 Mail you have read has a black title. 

 The Inbox folder in the right column has a number to 
show how many unread messages are stored in there. 

 Mail with a green shield is from a ‘trusted sender’. 

 Mail with a paper clip has an attachment, perhaps some 
photos or a document. 

 Icons in the email row are clickable:  
o Tick box: can select the email to see more options. 

Selected mail has a blue background. 
o Flag: keeps the email at the top of the list. 
o Other icons: hover over the heading and the row 

turns grey and you will also see a Read/Unread 
switch and Delete bin to click. 

 The column on the right is for ads. You cannot remove it. 
The triangle button at the bottom has controls for it. 

 

Useful buttons and menus 
 Rotating circle alongside the Folders heading in the left 

column looks for new mail when you click it. 

 Above the messages: 
o View All chooses what is shown in the inbox.  
o Arrange by chooses how messages are ordered. 

 In the top blue bar: 
o Outlook.com: returns you to your messages list.  
o Undo arrow: restores deleted or moved mail. 
o Gear: on the right has Settings and Help. 

 

 
 
 
 
 
 
 
 
 
 

 
Click the arrow for new mail 
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Reading and organising messages 
 

Reading and printing messages 
 Click an email in the messages list to read it. 

 If there are any other messages in this conversation, scroll 
down below this latest email. 

 To print a message, click the three dots menu near the 
right-hand end of the top blue bar. 

 

Selecting mail 
 Many of the actions shown below need an email, or a 

group of emails, to be selected. 

 To select mail: click on the box on the left to tick it. More 
than one can be selected at once. They will turn blue. 

 Opening an email also selects it. 

 When mail is selected, more menus appear in the top row. 

 
 

Organising and deleting mail 
 The column on the left under the Folders heading has a 

list of folders. Mail can be dragged to these folders. Or 
select the message and use the Move to menu. 

 Archive: A general folder to clear mail out of your inbox, 
but not delete it. You can make your own storage folders 
by clicking New folder at the bottom of this column. 

 Drafts: is covered in the writing mail section 

 Junk: is the mail that Microsoft thinks is junk. You can also 
add mail to this folder. Outlook learns from what you put 
in Junk. Check the Junk folder regularly for mail you 
actually want. If so, move it out by: right-click > Not Junk  

 Deleted: is mail that you want to delete. To put mail in 
this folder: select the email > click the Delete button in the 
blue bar. You can also drag mail to Deleted. 

 There are storage limits for Outlook.com and time limits 
for the auto emptying of old mail, but it is not clear what 
these are. Empty Junk and Deleted folders regularly by 
right-click > Empty Folder. Store photos, documents, etc 
that you really want elsewhere. 

 To remove all mail from a particular sender, select a 
message from the sender > Sweep in the top blue bar. 

 

Searching for a message 
 Use the Search box above the Folders. Where it searches 

depends on the folder selected. Click Inbox for all folders. 
Type sender, title or anything from the message. 

 
 
 
 
 
 
 
 
 
 
 
 
 

The Move to button can move 
selected mail to a folder 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search box 
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Writing and Replying to mail 
 

Writing a new email 
 Click the + New button for the new email page. 

 A new set of buttons will be shown at the top 

 
 

The To box 
 Type the receiver’s email address into this box. You can put 

in more than one. There may be a Frequent Contacts list to 
click. Outlook can suggest addresses as you type if you have 
emailed them before, or put them into the People App. 

 

The Cc and Bcc buttons 
 Click either of these for extra address boxes. 

 Cc is usually for business use. It indicates that the addresses 
in this box are receiving the email for information only. 

 Bcc hides the email addresses that are in this box from 
everyone who receives the mail. Usually done for privacy. 

 

Putting in text 
 Add a short subject heading in the top space. 

 Below is it are buttons to change the text size, colour, etc -  
as well as a smiley face to add emoticons. 

 
 Type your message below the formatting toolbar. 

 If you want to finish later, click Save the draft in the blue bar 
at the top. To open the mail again, click the Drafts folder. 

 

Adding pictures and attachments 
 Attachments can be files or photos. 

 Click the Insert button. It has three choices on the menu: 

 Files as attachments sent with the mail and are limited to a 
total of 25mb. After you click on this, a file dialog box will 
open > navigate to the file or photo you want > click the 
Open button. You may need to do this more than once if the 
items you are attaching are in different folders. 

 Pictures inline: reduced size pictures in the body of the 
email with the text. Click this choice > navigate to your 
picture > Open. Click the inserted picture to change the size. 

 Share from OneDrive: you need to have uploaded the items 
to OneDrive first. This is not covered in this guide. 

 

Click Send once everything is ready. 

 
Adding the addresses of the 

receivers 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Adding files or photos 

 
 

Resizing inline pictures 
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Replying to mail 
 When an email is selected, the blue bar has a ‘Reply’ 

menu with three choices: 

 Reply sends it back to the person on sending it to you. 
Their address will be added for you. 

 Reply all sends a reply to all the email addresses that were 
used in the To and Cc boxes in a group email. 

 Forward sends the email, including attachments, to a new 
person. You will have to add the receiver’s address. 

Types of replies 

 
 

 

The People app 
This app is a contacts list or address book. 
When people and organisations are added to this app, it shows Outlook that you trust them. 
It also helps Outlook to add them to the suggestions when entering addresses in a new email. 
 

Opening the People app 
 Click the Apps menu (the grid) in the top left corner of the 

blue bar > click People. 
 

Three ways of adding contacts 
 When you open an email from a new sender, there is an 

‘add to contacts’ link in blue at the top. 

 The People app offers to add contacts from other services 
like Twitter or Google. 

 In the orange bar at the top > click New > only fill in parts 
of the form you want. The plus signs add extra boxes. 

 

The left hand column 
 The contacts are under alphabetical headings. 

 Click in the column to just see letters for quick navigation. 

 Names that don’t begin with letters are listed at the end in 
the # category. 

 Click on a contact to see and edit the details. 

 The search box can find particular contacts. 
 

More items in the top menus 
 Manage has ‘Clean up contacts’ where it will find separate 

contacts with the same name and suggest you put them 
together. You can also restore or export contacts. 

 The Gear menu allows you to filter and sort contacts. 

 If a contact is selected there are extra menus. 

 Select a contact by ticking its box or opening it. 

 Edit allows changes, Delete removes the contact. 

 Add to favourites: Their name appears at the top of the 
alphabetical list in the star category. 

All apps menu 

 
 

Contacts list 

 
 

Click in the column to just see the 
letter headings 

 
 


