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Laptops are very popular because they are powerful, 

but also portable. With a laptop you can do 

everything a full-sized desktop computer can do. You 

can save pictures from your digital camera onto it, 

surf the internet, watch movies, play games and 

more. 

There are many different types of laptops from 

different companies. When choosing one it is 

important to shop around and find one you are 

comfortable with. Consumer Reports offers good 

advice on different types, and you can find their 

ratings online for free from the library! 

 

Laptops: Basic Guide 

Dell Inspiron 15 

Dell is one of many companies that makes Windows 

laptops. Windows is the most common Operating 

system. All computers that use Windows will look 

and behave very much alike.  

These laptops have the Windows 8 operating 

system. If you have an older computer at home it 

might have Windows 7 on it, and it will look and act 

a bit differently. 

Windows 10 is also now available. Most laptops you 

would buy now will come with Windows 10. 
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Turn On 

The Power Button is usually above the 

keyboard. Press it to turn on the laptop.  

Using the Touchpad 

Laptops use a Touchpad to move around the 

computer. You can also buy a Mouse and plug it in to 

the laptop. The Touchpad is the large square below 

the Keyboard. 

 

There are 3 basic things to know how to do with the 

Touchpad:  

 

  

On the Touchpad, move your finger 

around on the top part to move the 

Cursor on the screen. 

The Cursor will turn into a small 

Hand when you are on the internet 

and it goes over a Link. 

To Open a program or file the Cursor must 

be on top of the Icon (the little picture of it) 

Cursor 

Left-Click—Press the left button once to click on a 

link, to press a button, and to select something.  

Double-Left-Click—Press the left button twice 

quickly to open a program or file.  

Right-Click—Press the right button once to open a 

Menu. Usually Right-Click gives you options for 

what to do with something, like to save a photo to 

your computer. 

Left Button Right Button 
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The Keyboard 

 

The Keyboard has keys for writing letters, numbers 

and punctuation. It also has other important keys to 

know. Different Keyboards might have keys in a 

slightly different place. 

 

Shift—Press down at the same time as another key to 

make a Capital Letter or make the symbols that are 

above the Number Keys. 

CTRL—Some computers might ask you to press CTRL 

and the Alt and Delete buttons to Log In.  

Space Bar—Press to do a space between letters. 

Enter—Press to move down a line or say ‘ok’ to 

something. 

Backspace—Erase writing to the left. 

Delete—Erase writing to the right. 

DELETE 

BACKSPACE 

SHIFT 

ENTER 

ALT ALT CTRL CTRL SPACE 

SHIFT 
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Getting Used to Windows  

There are some differences between the different 

Windows Operating Systems, but the very basics 

stay the same no matter if you are using Windows 

Vista, Windows 7, or Windows 8. 

 

With most computers the first thing you see is the 

Desktop. With Windows 8 you might see what is on 

the next page instead. 

 

On the Desktop you will see: 

Icons—Small pictures that you see on your 

screen. They represent programs on your 

computer and are a short-cut to open them 

quickly. You can control which icons you see 

on your Desktop. Double-Left-Click on them 

to open the program. 

 

Start Button—At the bottom left corner. 

The Start Button brings up a Menu where 

you can find more programs, shut down 

the computer and more. 

 

Task Bar—The bar at the bottom shows you which 

programs you currently have open. Left-Click on the 

Icons to switch between programs. 
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Windows 8 Screen 

Windows 8 laptops might show you the Start Screen 

instead of the Desktop. From the Start Screen you can 

turn the laptop off with the Power Button.  

 

Instead of having Icons, this screen has Tiles for 

popular programs. If you prefer the Desktop use the 

Desktop button at the bottom left to 

switch to it. 


