
Computer Basics 2 
 
Getting to know the computer: 
Here are the important things to know about the computers you will be using. 

This is the power button: 

 
 
 
 
 
 
 
 
 
 
 
 
On the Powerspec computers it will look like this: 

 
 
The front of the computers also have USB ports and headphone and microphone jacks. 
 
 

This is what USB ports look like:      



There are also newer, USB 3.0 ports on some computers: 

 These work the same as other USB ports. 
The computer in this picture also has a SD card reader. 

 
You will also see a DVD drive on the front of the computers. They look something like this. 

 

 
 
These drives should be able to play both CDs and DVDs. They also can burn CDs. 
 
 
Logging in: 
If the computer is not logged into the resident account when you go over to it you will likely see a 
screen like this: 

 



  
Click on the “Resident” account.   
 

 
 
 
That will take you to the Desktop. 

 
 
Getting to know the Windows desktop 

 
This is the basic Windows desktop. (This is Windows 11. Windows 10 looks very similar except the 
start button is in the far-left corner and the weather icon is at the right side of the screen. The taskbar 
icons are pretty much in the same position. 

 

 
At the bottom left is the start button: 

 

 



The bottom right is the system tray. 
 

It contains the clock and icons for notifications and running programs. 

 
 
The left side of the screen contains icons for programs installed on the computer. There are also usually 
icons for My Computer, My Documents, and the Recycle Bin. (The Recycle Bin can also be at the 
lower right of the screen.) 

Double click any of these to launch the associated program. 

Clicking on the start button will bring up the start menu. 

 

This menu contains links to all programs installed on the computer. There are also buttons for logging 
off or shutting down the computer. 

 

 



 

Scroll down to see all the available programs. 

You'll notice some programs have arrows to the right of their names. 

 
Click on that arrow to open the folder and get to the program links. 

 
 

Click on the link you want from the list. 

The program will open. 

Watching a DVD/listening to a CD 
The steps are similar for both music CDs and DVDs. 
Look for the DVD drive on the computer. 

 

 
Press the button on the right to open it. 

 



 
(This is not on the same drive as above. I'm using it because it's easier to see than the black one.) 
It should look like this: 

 
 
 

 
 
Place your disk on the tray. 
 
 
 
 
 

 
 
 
 
 
 
 

Press the button again to close it. 

You might see a box like this pop up. 
 

If so you would choose this option: 



 

You also can choose the option highlighted in the first picture and use Windows Media Player. 

Click OK and the program will open. 

If autoplay has been disabled you need to go to the desktop or programs menu and launch the program 
to play the disk. 
In this example I will be using VLC Media Player. 

 
Once you've clicked on the icon this window will open. 

 

Go to the 'Media' link at the top. 
 

You'll want one of the top three options in the menu that opens. 
 

Since we're playing a DVD we want 'Open Disc'. 

Click on that link. 

You should see a window like this: 



 
 
If your disc is not shown in the 'Disc device' window click on the Browse button or the arrow by the 

 
dropdown box to locate it. 

 

If everything looks correct you can just click 'Play'. 
 

Your DVD should start. 

If you are watching a disc with more than one program on it you will need to use your mouse to 
navigate the menus. 

 

 
In this example there are multiple episodes on the disc. Left click to highlight and select the one you 
want to watch. 

 
You also would do the same for the episode menu. 

 

 
 
 
 



 
Use the controls at the bottom of the VLC window to pause or stop the playback. 

 
 
The steps are the same for playing a music CD or audiobook. (With the difference that there is no on 
screen navigation.) 

 
Adjusting volume 

 
Here is how to adjust the volume on the computer. 

 
Most of the computers can play sound with or without headphones. The new computers however, 
cannot. You need to plug in headphones to get sound on them. 

 
Start by looking for the volume icon on the system tray. 

 
 

It should look something like the above. 

Left click and you will get this box: 
 

 
Right click and you will get this: 

 

Click on 'Open Volume Control'. 
 

This gives you a whole lot more options. 
 
Drag the sliders up or down to adjust the volume and other settings. 

You can also click the mute box to totally mute the volume. 



 



 
 
 
 
 
 
 
 
 
 



 
 
 





 
 
 

 



 
 





 
 





 


	Computer Basics 2
	Logging in:
	Getting to know the Windows desktop
	Watching a DVD/listening to a CD
	Adjusting volume

