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‘BOOT IT UP’ 
is what people say for loading and initializing the operating system on a computer, or 

simply turning on a computer.  

 
The term originates from a story told by a fictional character in a book, named Baron 

Munchausen, who boasted that, finding himself trapped and sinking in a swamp, he 

lifted himself by the bootstraps and carried himself to safety on firm ground. 

In the 20th century, it evolved to describe a person who became successful or 

started a project or business or recovered from a setback by his own efforts, without 

any outside help. The reference was to the loops at the top of men’s boots to assist 

in pulling them on. 

So, today, when we “boot up,” we are asking the computer to start itself up, using the 

built-in initial program loader. 

 

We hope this guide for getting started with computers will be helpful to you as you 

start to explore the world of computing in your new computer lab! 

 

This guide was written by a group of high school girls from an extracurricular club 

from Switzerland called WinSTEAM, which stands for Women in Science, 

Technology, Engineering and Math.  

 

Today in the world, there are about 250 million less women accessing the internet 

than men and this difference is actually widening with every year.  

 

We think that all children, especially girls, should have access to technology and the 

internet.  Compared to boys and men, girls and women usually have less access to 

technology. You might have been told that computers are just for boys, but that is 

just not true! Instead of being a barrier, technology should be a tool that helps girls.  

 

Females make up 50% of the world’s population. Girls need equal access to 

technology so they can equally participate in everything that is going on the world 

and not get left behind.   

 

When you know how to read a book, you are called literate.  
When you know how to use a computer, this is called digital literacy.  In the world 

today, many jobs require some computer skills and this will keep on increasing as 

technology advances. Being digitally literate will give you a brighter future.  
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Why is digital literacy so important? 

- The digital world allows people in any country to connect, share and participate as 

global citizens of the 21st century.  

- Digital literacy expands knowledge beyond the walls of the classroom.  

- Digital literacy opens up new ways to access information, to teach and to learn in 

the classroom.  

- Teaching digitally literacy from primary school gives children early on skills and 

technological knowledge to think critically, evaluate their work and engage with a 

global community.  

- Introducing digital skills in formative years helps them evolve along with information 

technology.  

- Access to technology gives the possibility to learn outside of school walls and 

school hours. Distance learning can be an eventual possibility in developing 

countries during situations like COVID.  

- Children expand their communication, language and media skills by learning digital 

literacy. 

- Students can benefit from communicating with their peers through group 

messaging, note sharing, cloud sharing, giving them valuable collaboration skills.  

- Being digitally literate is a lifelong skill.   

- Being digitally literate can increase job opportunities.  

- In poor countries internet access can help lift people out of poverty. They may have 

easier access to bank accounts, loans, information and opportunities to participate in 

the modern economy, for example.  
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Part 1- What is a computer? 
A computer is an electronic device that manipulates information, or data.  

It has the ability to store, retrieve, and process data.  

It is also a communication device which can be used to liase with people around the 

world.  

 

 
 

The computer is a really powerful tool!   

 

Knowing about computers and how to use computers can give you more 

opportunities in the future. Access to technology brings you in contact with the 

broader world, without having to travel in person. You can access a lot more 

resources and learning materials, and gain valuable skills from using computers. You 

can use a computer to learn about school subjects, but also about things important 

to your livelihood in general. You can learn about health and well-being, diseases, 

what to do in emergencies, to know what the weather forecasts are, how to grow 

corps. You may have more opportunities for a good job with a higher salary if you 

can use a computer.  
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Part 2- What can you with a computer?  

Here are some of the things you can do with a computer:  

 

● Use the computer to access the internet to consult websites that are created 

by other people from all over the world to get information in both text and 

video form. There are about 2 billion websites in existence, you can find 

information about almost any subject that you want to learn more about.  

There are educational websites, e-commerce websites where things could be 

bought in a shop presented on your computer screen, news websites, 

business websites and more! 

 
 

● You can use a computer to type your own texts. You can write our your 

answers to homework, write stories of fiction, poetry or non-fiction. You can 

save your texts inside the computer so you can go back to edit the text again 

later, or you can share your writing with people anywhere in the world through 

the computer.  Typed texts are uniform and easy to read and you don’t have 

to worry about having neat handwriting! 
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● You can use the computer to send emails. Emails (short for electronic mail) 

are written correspondances that you can send and receive via the computer. 

Your computer encodes the email into a digital signal which is sent from your 

school through a telephone or cable line across the Internet. Emails are 

usually received within minutes of when they are sent to anyone in the world 

who has an email account and a computer. The time is so much shorter than 

traditional mail through the postage service which can take many weeks to be 

delivered between countries. 

  
 

● You can also use a computer to play games. There are many different types 

of games, some will help you to learn school subjects, some will improve your 

coordination, and some will help your problem solving skills!

 
 

● You can also use a computer to make presentations, videos, and even your 

own websites! 
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Part 3- Hardware and Software 
All computers have in common two things: hardware and software. 

Everything you do on your computer will rely on both hardware and software.  

A good analogy is that the hardware is like the a brain and the software like memory 

in the computer. We can see the brain, but not the memory.  

 

Hardware 
Hardware is any part of your computer that has a physical structure- some that you 

can touch on the outside- like the keyboard, a mouse, a screen, and some of which 

are inside the machine that you can’t readily see. All hardware is in a tangible form 

and is made up of electronic parts.   

 
Basic parts of a computer: 
The computer case is made of metal or plastic and contains the major parts 

of the computer, such as: 

 

● the motherboard (the computer’s main circuit board. It is a thin plate 

that connects directy or indirectly to every part of the computer.)

 
● the central processing unit (known as the CPU, or the processor. It is 

like the brain of the computer and its job is to carry out the instructions given 

to the computer. Whenever you press a key, click the mouse, or open an 

application, you will be sending instructions to the CPU. The CPU is usually 

around 5 cm square with a silicon chip inside of it.  The processors can run at 

different speeds. A faster one can carry out your instructions quicker.  
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● the hard drive is where your software, documents and other files are 

stores. The hard drive is the place where things are stored long-term. 

Meaning that the data remains on the computer even if you turn off or unplug 

your computer.  

 
● the power supply is a unit in the computer that converts the power from 

your wall electricity source to the type of power that your computer needs.  

 
 

 
 

 

  
 

 

 

 

 

These are some of the things inside your computer, but 
please don’t try to open the computer to look inside on your 
own. You could damage or ruin the computer, or even harm 
yourself! 
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Computers can come in all kinds of different shapes and sizes.  

A common type of computer used is a desktop computer.  It is plugged into 

the wall electric source and generally stays where is set up as it is quite 

heavy and would be plugged in with a lot of wires and cables to the wall.  

 

Usually the desktop computer contains a vertical computer tower and a 

separate monitor, keyboard and mouse. The computer tower unit normally 

sits on the table either next to the monitor, or on the floor.  Sometimes all the 

desktop components come in one enclosed unit, called all-in-one computers. 

The all-in-ones still require a separate keyboard and mouse for you to 

communicate with the computer.  

 
Desktop with computer tower   All-in-one desktop 

 

 

 

Your computer lab most likely will be made up of more portable devices, such 

as laptops, tablets or smartphones. These are easier to move around, 

normally you can hold them with your hands. You might be able to take them 

to different classrooms in your school without being connected to any wires.  

See Part 4 for more detail on those devices. 
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The Keyboard is one of the main ways to communicate with your computer. 

Keyboards might be a little different depending on the language you are 

using, but the concept is the same for all keyboards.  

The keyboard might be a physical attachment that is connected to your 

computer or laptop, or it may appear as an image on your touch screen 

which will be the case with iphones, ipads, and other tablets.  

 
 

 

The Mouse is another important tool that allows you to communicate with 

your computer. It is called a mouse because the apparatus and the cord that 

comes out of it which connects to your computer resembles the small rodent 

with the same name.  It is a pointing device that lets you point to objects on 

your screen, click on them and move them.  

 

 
 

There are other devices that can do the same job as a mouse, for example, a 

trackpad. This is a touch-sensitive pad that lets you control the pointer by 

making a drawing motion with your finger. Touchpads are very common on 

laptop computers, underneath the keyboard.  They are more convenient to 

use than a mouse when your computer is being used as a portable device, 

as you don’t need to carry around an additional device to use your laptop.  
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Software 
Software is a set of instructions that tells the hardware what to do and how to do it. 

Without the software, the computer can’t operate. Software is made by writing 

instructions in a programming language. Its not something you can physically touch.  

Examples of software include web browsers, games, and word processors. 

 
The most important software that runs on a computer is the operating system. It 
manages the computer’s memory and processes, as well as all of its software and 

hardware. It allows you to talk to the computer without having to speak the language 

that the computer speaks. Without an operating system, the computer cannot work.  

Operating systems are already provided on all the devices that have been provided 

to your computer lab. The PC’s in your lab will run Microsoft Windows. The Apple 

Mac’s will run MacOS.  

 

Your computer will also need different applications (app’s for short), or programs.   

An app is a kind of software that allows you to do a very specific kind of task.  

Some of the applications you are most likely to use for your school studies include: 

 

● A word processor allows you to write a letter, design a flyer, and create many 

other types of documents by typing the letters or numbers of your text. You 

can add in images and colors, and the word processor lets you choose things 

like what style of letters to use (called the font), what size the letters will be, 

what color the text will be in, and so on.  

 

● A web browser allows you to access the Internet. All the devices you have in 

your computer lab will already have a web browser installed on it. The Mac’s 

will general have Safari installed and the PC’s will usually have Internet 

Explorer installed. The symbols of those applications look like this: 

                       
 You just need to click on the symbol to enter into the application.  

 

● A media player will allow you to watch movies or video clips.  
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Part 4- Kinds of Computers 
 

 
Most likely, your computer lab will have one of three types of computers. There are 

many others that exist, but these three are the most common:   

 

 

 

Laptop computers are battery-powered portable computers which can also be 

plugged into a power source. As they are battery-powered, you can use them almost 

anywhere.   

This type of computer is called a ‘laptop’ because you can use it anywhere, even on 

your lap! (But we dont recommend that because it is easy to drop and get damaged. 

We recommend that you use it on the desks that are provided in your school and not 

move them around.)  

 
 

The laptop is a single all-in-one unit that opens up. There is a screen/monitor, 

keyboard, touchpad and speakers all integrated into one machine. The top part has 

a screen and the bottom part has a  keyboard which you will use to give the 

computer instructions. The instructions that you give the computer will be visible on 

the screen.  
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Its quicker to set up and not many cables required, unlike the desktop computer.  

There is unusually no mouse included, as you will use the trackboard to navigate the 

cursor.  

 

Every laptop has a rechargeable battery, which allows you to use the laptop when it's 

not plugged in. Whenever you plug in the laptop, the battery recharges.   Another 

benefit of having a battery is that it can provide backup power to the laptop if the 

power goes out. A battery normally can last a few hours at least before needing to be 

recharged again.  

 

 

Mobile handheld computer devices 
 
Mobile devices are generally any kind of computer that can be held in your hand. 

They are designed to be extremely portable and can often fit in your hand. They are 

usually powerful enough to do many of the things that your desktop or laptop 

computer could do, in a smaller format! 

 
Tablet computers—or tablets—are handheld computers that are even more 

portable than laptops.The main difference from a laptop is that instead of a keyboard 

and mouse, tablets use a touch-sensitive screen for both the typing and navigation. 

The iPad is an example of a tablet. 
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Smartphones: Many cell phones can do a lot of things computers can do in 

addition to making phone calls they can also send text messages, leave 

voicemail messages, browse the Internet and let you play games. They are 

often called smartphones. They will connect to the internet using wi-fi or an 

internet network.  

 

Most smartphones use a touch-sensitive screen, meaning there isn't a 

physical keyboard on the device. Instead, you'll type on a virtual keyboard 

and use your fingers to interact with the display. Other standard features 

include a high-quality digital camera and the ability to play digital music and 

video files. For many people, a smartphone can actually be used instead of 

having separate electronics like an old laptop, digital music player, and digital 

camera, here all on the same device. 
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Part 5- PC’s and Mac’s 
 
Computers come in two main styles: PC and Mac. Both do the same 

functions, but look different from each other.  

PC’s stand for Personal Computers. They are a type of computer that is sold 

by many different brands, such as Acer, Dell, Sony and Samsung. They 

normally use a operating system from Microsoft. About 80% of the world uses 

PC’s.  

 

The Macintosh (Mac’s in short) computer was introduced by the American 

company called Apple in 1984, and it was the first widely sold personal 

computer with a graphical user interface, where you can easily see the 

instructions you are giving the computer on the screen. All Macs are made by 

Apple.  
 
You can recognize these devices by the Apple logo which appears on the 

back of their machines. 
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Part 1 - On and Off 

To turn on your Mac, all you have to do is press the “Power” button. If the machine is 

asleep, you can usually wake it up by pressing any key, lifting up the lid of the 

MacBook, or pressing the trackpad. 

MacBook with Function Keys 

On your MacBook, you’ll see a physical row of function keys (F1 to F12) along the 

top of the keyboard. At the right end of the keyboard is the physical Power button. 

Holding down this button will turn on your MacBook. 

 

How to Turn Off Your Mac 

There are a couple of ways to turn off your Mac depending on the state it’s in. If your 

Mac is working well and you want to shut it down, click on the Apple logo from the 

top menu bar and then select “Shut Down.” 
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You’ll see a popup asking if you want to reopen all current windows the next time 

your Mac boots up. Confirm your selection and click on “Shut Down” again. 

The shut-down process will begin, and all the apps on the screen will quit one by 

one. The last step will be your Mac’s screen going blank. Your Mac is now turned off. 

Part 2- The Trackpad  
 
A TrackPad (or touchpad) is a touch-sensitive interface surface that allows you to 

manipulate and interact with your laptop computer through finger gestures. As 

laptops typically do not include mice, the TrackPad provides an alternative way to 

move the cursor around the screen, select and open applications or programs, 

highlight text, interact with web browsers, and more. 

 
 
Movement: 
The macbook works by having a small cursor on the screen like below. By 

moving your finger across the trackpad, the cursor moves on the screen. To 

control your computer, you move the cursor to where you want to click, and 

press down onto the trackpad. When you hover your cursor over an area that 

allows you to type (enter text), the cursor changes shape.  

 

 
Scrolling: 
Place two fingers on the trackpad and push up to go down, and push down to go up 

just like you would with a piece of paper. 
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Part 3 - The Keyboard and Buttons 
 

The image below shows the keyboard, each button on the keyboard has a different 

function. 

 
 

 

 

 

The image below shows the topbar of the keyboard: 
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Following is a photo of the bottom bar with an explanation of it below: 

      

1. Function Key provides access to different functions on the Macbook. 

2. Control Key is used for shortcuts (see Part 2: Shortcuts) 

3. Option Key is used for shortcuts (see Part 2: Shortcuts) 

4. Command is used for shortcuts (see Part 2: Shortcuts) 

5. Space Bar adds a space between characters (letters, numbers or symbols) 

6-9. Arrows bring your cursor in the direction of the key you press (left, right,  

up, down) 

 

All the letters can be used to write any word. Click each letter to add that letter into a 

document. If you make a mistake, click the delete key to delete the last letter (circled 

in red). 

 

 

 
 

 

letters 

 Delete 
button 
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Part 4 - Shortcuts 
These are shortcuts that you might use in word processing. They are just short ways 

to tell your computer what to do.  

Action Use 

Command + 

C  

To copy text 

Command + 

X 

To “cut” text = copies and also deletes the text 

Command + 

V 

To paste the text you have copied 

Command + 

Shift + 4 

To take a photo of your screen 

Command + F To find items in a document : 

 

Pressing Command + F 

will generate a search bar 

(as shown above). Type 

the item being searched 

for into this search bar. 

Command + Z  To undo the previous command 

Command + T Opens new tab 

Command + 

N 

Opens new window 

 

 

 

Press the 

trackpad with 

two fingers to 

open more 

options. This 

comes up: 
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Copy and paste means to copy a text or image and insert it somewhere else in your 

document. Its used when you might change your mind about where something 

should go without having to retype the sentence you want to move.  

 

This is a lot more efficient and faster than when you mistakes in your handwriting 

and need to erase and rewrite again in a different place! 

 

Highlight a word or sentence then click with two fingers as shown above for the 

option to “copy” and “paste”. 

Cut The "Cut" function removes the currently selected text and places it on the 
clipboard. The clipboard on a computer functions as temporary storage for the last 
item you've cut or copied. After you cut text, you won't see it on your screen, but you 
can place it anywhere in the document using the "Paste" function. You can perform a 
cut on selected text by pressing "Control-X" or clicking the "Cut" button on the Home 
tab.  

Copy When you press "Control-C" or click the "Copy" button on the Home tab, the 
computer copies the selected text into the clipboard. The text also remains in its 
original location. By pasting copied text, you duplicate it, making it faster to reuse the 
same word or sentence over and over. 

Paste The "Paste" button on the Home tab places the current contents of the 
clipboard into the document at the flashing cursor's location. You can also paste by 
pressing "Control-V." When you paste text, the computer does not remove it from the 
clipboard, so you can paste it multiple times or in several places without needing to 
copy it again. Turning off your computer or rebooting empties the clipboard. 
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Part 5 - Applications 
 

 

 

 

 

 

 

 

1.  Finder: This program keeps all your files and 

documents. These can be pictures, videos, applications or 

text. You can search for any file on the computer. 

 

All My Files: everything that you have stored on your 

computer 

Desktop: all the files and images that you have on your 

home screen 

Downloads: if you download anything from the internet, it will show up under 

downloads 

 

2. Launchpad: Shows all the applications (apps) that you have on your 

computer 

 

3. Safari/Searching: Safari is an application you use to search for information 

on the internet.  

To do this you:  

a. Type your question or search topic by using keywords or sentences in 

the blank box at the top of the page

 
b. Press the enter button to search 

The application will give you a lot of choices of websites related to 

your topic of interest.  

 

c. Click on a website link that you would like to go to.  

 

 

1 2 3 4 5 6 7 8 9 10 
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Here is a Safari search page example: 

 
 

 

4. Calendar: Shows you the days, weeks, months 

 

5. Notes: Helps you to take notes 

 

 

6. I - Tunes: To listen to audio files, like podcasts and Soundtracks 

7. Books: Allows you to read digital books  

8. System Preferences: Allow you to change certain settings about your 

computer 

9. Quicktime Player: Software that lets you to watch movies or video clips 

downloaded on your computer.  

10. Trash: When you delete a file, it goes into the trash. Open the trash if you 

accidentally deleted a file and select “recover files”. 
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Apple i-pads and i-phones function the same, except that an i-phone can also be 

used to make phone calls if it is set up to be enabled to do so, and an i-pad is usually 

bigger, around the size of a book.  You may have access to an i-pad mini, a full size 

i-pad, or an i-phone. All of them will work the same way.  

 

Get to know your device better with the following: 

 
Part 1 - Buttons 

There are a total of five buttons to be found 

on the device, however keep in mind that 

except for the home button, these buttons 

are not on the screen itself but on the 

perimeter of the device.  

 

The image on the left shows these buttons. 

On the right side of the phone, a small button 

can be used to turn on and off the device. 

For an iPad, this button is usually on the top 

right of the device.  

 

On the left side of the device you can find 

three buttons towards the top. There are 2 

buttons next to each other and a switch 

above them. The two buttons can be used to adjust the volume. The top one 

increases it and the bottom one decreases the volume. 

 

The home button is found at the bottom of the phone screen, in the center. When the 

phone is off, clicking the button will turn the screen on, you will then need to click this 

button again to enter the phone. Also, when the phone is already on, and you are in 

an app, clicking the home button returns you to the home screen of the phone. 
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Part 2 - The Home Screen 
 

The home screen shows all the applications (which are different programs ‘software’ 

that each have different functions) on the iPad/iPhone. It will look like the picture 

below (but yours might have different apps installed on it).  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
Part 3 - Touch Screen 

 

The screen of the device is controlled using your fingers!  

It can sense the pressure of your touch. You will interact 

with the computer by touching words or pictures that will 

show on the screen.  

 

a. When you’re on the home screen (shown 

above), move your finger from right to left to go 

to the page of apps on your right, OR move your finger from left to right 

to go to the page of apps on your left.  

Each “square” is 
a different 
application 
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b. When you place your thumb and index finger and 

slowly move them away from each other, you are 

able to zoom in and make the thing you’re 

viewing bigger. Similarly, if you place your thumb 

and index finger and move them closer together, 

you zoom out and make the thing you’re viewing 

smaller. 

<- Pinch fingers to zoom in 

 

c. To copy and paste text, double click the word. It will become 

highlighted in light blue and you need to click the word copy, in order to 

copy the text. Then, go to the place that you want to paste the text, and 

tap the flashing cursor. Click the word, ‘paste’, and your text will be 

pasted there.  

 

Part 4 - Keyboard 
In any app that allows you to write, you must use an on-screen keyboard. To open 

the keyboard, tap on the text editing area on the screen. An image of a keyboard will 

appear.  
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You can now tap each letter to add that letter into your text. (For example, to write 

Apple, you would click, ‘A’, ‘P’, ‘P’, ‘L’, ‘E’. If you make a mistake, click the backspace 

button to delete the last letter. When you want to add a space in between each word, 

click the big bar at the bottom. Once you are done writing, click the button in the 

bottom right hand corner.  

 

 
Part 5 - Control Center 
 

If you drag your finger up from the bottom to the top of the phone, a control center 

will pop up. In this “control center” you can find shortcuts to various tools, such as 

the  calculator, flashlight, and camera. Here you can also control the volume and 

brightness of the device. 

 

 

Part 6 - Top Bar 
 

The Top Bar shows the strength of your internet data service, and/or the strength of 

the wifi connection on the left hand side. In the middle, the current time is shown.  

You can change the time settings from the be Settings app.  On the right hand side, 

the battery level of the device is shown. 100% means the battery is full. When the 

battery is running low, make sure to plug it in with the cord provided into an electricity 

socket to recharge it.  

 

 

Space bar (to 
add spaces) 

 

Click this to remove 
the keyboard from 
the screen when you 
are done 

 

Click this to delete 
the last letter from 
your screen 
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Part 7 - Basic Applications 

a. Settings 
This app allows you to change basic parts of your iphone/ipad. 

In settings, you can change the brightness of your device, 

connect to the internet, change the sound level and much more. 

 

b. Camera: 
The camera has several options, and you can get these by 

swiping left or right. The most useful are taking pictures and 

videos. When you open the camera, the first option is taking a 

picture, which you can do by aiming the camera towards what 

you want to take a picture of and pressing the white button. If 

you swipe towards the left, you can take a video by pressing the 

red button to start, and pressing it again to end it.  

 

c. Clock 
This app gives you the ability to set a stopwatch and a timer as 

well as an alarm. It also shows the local time in places around 

the world. These can be used for experiments in science class 

for example. 

 

 

d. Calculator 
Calculates basic arithmetic problems. 

 

e. Notes 
This app allows you to type messages that you can see later.  

 

f. Safari  
This app gives you access to the internet. You can find any 

website, look at videos, articles etc. See MacBook section, Part 

5- Applications for more details on web surfing.  
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Part 1 - Buttons 

Buttons:  

There are only two buttons you will need to use: A 

smaller button and a slightly longer button. The 

smaller button is the Power Button and will turn the 

tablet on or off. It is located on the top edge of your 

tablet. Press and hold it to turn the device on or off. 

Press it to wake up the screen or, when the screen 

is awake, lock the screen. Press and hold it for eight 

seconds to reset the device should it crash or incur some other major error. 

 
 

The longer button is for controlling the volume of the sound that comes out of the 

tablet. Click one side of the long button to turn the volume up, and click the other 

side of the long button to turn the volume down. 

 
 

 

Here a description of all the different parts of the tablet, but you will only need to use 

the two side buttons and the home button.  

 
 

  

 

Volume down 
Volume up 
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Part 2 - The Home Screen 
 

The home screen will look like the below images. Each square is a different 

application. However, it does not show all your applications; to see all of them, click 

the apps button on the bottom right. 

 

 
 

 

 

Part 3 - Touch Screen 
 

The screen of the device is controlled using your 

finger.  

 

When you’re on the home screen (shown above), 

move your finger from right to left to go to the 

page of apps on your right, OR move your finger 

from left to right to go to the page of apps on your 

left.  

 

When you place your thumb and index finger and 

slowly move them away from each other, you are able to zoom in 

and make the thing you’re viewing bigger. Similarly, if you place your 

thumb and index finger and move them closer together, you zoom 

out and make the thing you’re viewing smaller. 

<- Pinch fingers to zoom in 

 

 

 Access more 
apps 
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To copy and paste text, double click the word. It will become highlighted in light blue 

and you need to click the word copy, in order to copy the text. Then, go to the place 

that you want to paste the text, and tap the flashing cursor. Click the word, ‘paste’, 

and your text will be pasted there.  

 

 

Part 4 - Keyboard 

 

In any app that allows you to 

write, you must use an on 

screen keyboard. To open the 

keyboard, tap on the text 

editing area on the screen. 

Something similar to the 

picture below should appear.  

 

 

You can now tap each letter to add 

that letter into your text. (For example, 

to write Apple, you would click, ‘A’, ‘P’, 

‘P’, ‘L’, ‘E’. If you make a mistake, 

click the backspace button to delete 

the last letter. When you want to add a 

space in between each word, click the 

big bar at the bottom. 

 

 

 

Part 5 - Top bar 
 

The top bar is located at the top of the 

tablet. It displays if you have a timer on 

with the alarm icon. 

If your bluetooth is on. If it is on then it 

means that your tablet or device can 

send or receive wireless interconnection 

from nearby mobile phones, computers, 

and other electronic devices. On the top 

bar you can also find how much service. If you have low service then your tablet will 

struggle to have wifi. Your battery level is also displayed. As well as if you are on 

airplane mode, and your volume. With airplane mode you will not be able to receive 

calls or text messages and your bluetooth will turn off automatically.  

 

 

Space bar (to add 
spaces) 

Click this to delete the 
last letter from your 
screen 
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Part 6 - Applications 

a.  Settings: 
This app allows you to change basic parts of your phone. In settings, 

you can change the brightness of your device, connect to the internet, change 

the sound level and much more. You can always go here if you want to 

change certain basic settings such as bluetooth, display and sounds.  

b.  Camera: 
The camera has several options, and you can get these by swiping left 

or right. The most useful are taking pictures and videos. When you open the 

camera, the first option is taking a picture, which you can do by aiming the 

camera towards what you want to take a picture of and pressing the white 

button. If you swipe towards the left, you can take a video by pressing the red 

button to start, and pressing it again to end it.  

c.   Clock: 
This app allows you to set alarms for the next day, for instance, setting 

alarms for the day. You can also check the local time, or the time in different 

countries. Lastly, you can also start an instant timer or an instant stopwatch. 

You can use this app to set alarms for the next day, to check the time in other 

countries, and also to start a stopwatch or timer to time things.   

d.   Calculator: 
Calculates basic arithmetic problems. You can enter the different 

numbers and use the different operation buttons to be able to write out 

mathematical equations and get instant solutions. You can use this app to do 

simple math problems and get quick answers to them.  

e.   Notes: 
This app allows you to type messages that you can see later. You can 

form different notes and organize them as well. Click the check mark at the 

top to save the note and you will be able to view it later.  

f.   Chrome: 
 

Google Chrome gives you access to the internet. You can find any website, 

look at videos, articles etc. You simply have to click on the search bar and the 

keyboard will show up. Once the keyboard shows up, you can type in what 

you are looking for and click the ‘enter’ button to get results.  
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Now that you know how to access the internet, here are a few links to some 

videos made by other people which show in animated form some of topics we 

showed you in our guide. 

 

 

Introducing How Computers Work by Khan Academy 

https://www.khanacademy.org/computing/code-org/computers-and-the-

internet/how-computers-work/v/khan-academy-and-codeorg-introducing-how-

computers-work 

 

Computer Basics by GCF Global 

https://edu.gcfglobal.org/en/computerbasics/ 

 

Inside your Computer 

https://www.youtube.com/watch?v=AkFi90lZmXA 

 

Computer Basics- Parts of the Computer- Educational Video for Children 

https://www.youtube.com/watch?v=3QCgr6IpuvA 

 

The Keyboard and its Function 

https://www.youtube.com/watch?v=_R6M0vBxLac 

 
          How The Internet Works? Peekaboo Kidz 

https://www.youtube.com/watch?v=UXsomnDkntI 

 

Computer Fundamentals  

https://www.youtube.com/watch?v=pLnN3ooJcqw 

 

 

 

If you have any questions and want to reach out to us, feel free to email us at: 

 
 

Have fun learning with your computers! 

 

 

 

 



   

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
The Women in STEAM (WinSTEAM) is a club of the International 
School of Geneva, La Grand Bossière campus. The club was founded 
in 2019 with the mission of contributing to the inclusion of women in 
the fields of science, technology, engineering and maths. In August 
2020, the founding members completed a year-long research paper 
on the digital inclusion of women and the digital gender gap. For the 
group’s second project, they put that research into a tangible action by 
collaborating with Reboot2Kids, an organization that provides 
computer classrooms to schools in developing countries. As the digital 
gender gap is widest in developing countries, the provision of 
computers at these schools is a critical pathway to gender equality and 
empowerment of girls.  For most of the children in these schools, they 
will be seeing computer devices (laptops, tablets and smartphones) 
for the first time.  WinSTEAM is pleased to have been able to 
contribute to this project with this manual which will hopefully provide 
the beginnings of life changing computer and internet learning for all 
students and make some progress on closing the digital gender gap.



   


