Computer
Glossary
An A-Z glossary of common terms relating
to computers, devices and the internet.

Computer Glossary
Sometimes you can get bogged down in all the jargon when learning about
something new. This glossary will help you understand some of the new words you
might come across.
Term

Meaning

Antivirus

Security software that helps protect your computer from viruses
spread online.

Attachment

A file which has been sent with an email. This could be almost any
type of document.

App/application

App is short for application. These are programs that you can
download onto a smartphone or tablet computer to help you do
things. For example you could download your bank’s app to help you
bank online.

Bookmark

Bookmarking a website allows you to easily save it so that you can
return to it later, just like using a bookmark in a book.

Broadband

This is usually used to describe a high speed connection to the
This is an information
internet.box to display short and snappy findings to your

learners. The information box should always be accompanied by an
Browser appropriate icon.
Something that allows you to view websites on the internet.

Google Chrome or Microsoft Edge are two examples of internet
browsers.

Cursor

The cursor is an arrow or flashing line on the screen that moves
when you move the mouse or type something.

Desktop computer

A computer that (unlike a laptop or tablet computer) is not
intended to be a portable device, but is intended to be used in a
single location, usually on or near a desk. It might have a separate
keyboard, monitor and mouse.

Document

If you use a computer to create a letter or , that would be known as a
document, just like the offline equivalent.

Download

To get a file onto your computer from a website.

Email

A way of sending messages and files to someone electronically.

Font

The way a piece of text looks.
For example:
Here’s some text in one font.
Here’s some text in another font.
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File

A piece of information that is stored on your computer. For example it
could be a document just like this one, a video or a photograph.

Hardware

The physical parts of a computer, such as a monitor.

History

A record of all the places you have been on the internet. For example
if you have completed courses on the Be Connected site, this will be
recorded in your history.

HTTP

Hyperlink

Icon

These letters form part of a website URL and are added automatically
by the computer when the website is displayed. Sometimes these
letters are followed by the letter S, for example, https://www.google.
com.au. HTTPS is one way of knowing that the website is secure and
safe to use.
A website address that opens when a specific piece of text or an image is selected. Text with a hyperlink is often in a different colour and
underlined, for example Facebook

Internet

An icon is a small image that, when selected, opens an app, file or
piece of software. The image usually represents the app or software
that it will open.
The internet is a global communication network. It allows all computers and devices with an internet connection (for most household
devices this is known as WiFi) to connect with one another and to
send and receive information.

Install

Setting up software on your or device so it works as it should do.

Laptop

A small computer which made up of screen and a keyboard which
folds in half so that it can be easily carried.

Link

Another name for a hyperlink.

Log on/log in

To sign into a website with your own details.

Memory

Just like your memory, this is where the computer stores all its information.
A small, portable device that you can plug into your computer to save
information and take it elsewhere.
Software created by the company Microsoft which can be used to
create things like text documents, slideshows and spreadsheets.

Memory stick
Microsoft Office
Mouse

Notebook computer

Moving a mouse along a flat surface can move the on-screen cursor
to different items on the screen. Items can be moved or selected by
pressing themouse buttons (called clicking).
A small laptop.

Offline

Working on a device but without an internet connection.
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Online

Working on a device with an internet connection.

Password

A secret word or phrase to give you access to an account on a computer or a website and keep your information safe.

PC

Personal Computer.

PDF

Portable Document Format. This is a type of document that can be
viewed on most computers and devices.

Popup

An extra window or screen that appears when you are on a website.

Processor

The brains of the computer. Processors are available at different
speeds, the faster the processor, the more things it can do at once,
which means the computer will be faster.
See also software or app / application. A program is something that
tells a computer how to carry out a particular task. When computers
were first invented you would need to type in a program to make
your computer do simple tasks. Now we just download programs for
complex tasks is seconds.
Where documents on your computer go when you delete them.
Sending them to the recycle bin doesn’t mean they’re gone forever. If
you made a mistake or change your mind, you can undelete them.

Program

Recycle bin

Refresh / reload

If you go to a website that doesn’t load properly, refreshing / reloading can help the computer connect to the website again.

Search engine

A website used to find information on the internet. For example,
www.google.com.au

Shopping basket

When shopping online, the website will put all the items you want to
buy together into a shopping basket ready for you to pay for later.

Social networks

Using websites to talk to people and share things, such as text, images and videos. Facebook, Twitter and Instagram are examples of
social networks.
Similar to an app/application, software is something that you can
download and install onto your computer. Software performs a specific task or function, for example a word processor or a computer
game.
A mobile phone that can be used to access the internet. One of the
most famous smartphones is the iPhone.

Software

Smartphone
Spam
Tab

Tablet computer
Touchpad/trackpad
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Unwanted email.
When viewing a website with a browser, a tab shows you the name of
the website you are on. You can move between several different websites quickly by having several tabs open.
A small portable computer without a physical keyboard. One of the
most famous tablet computers is the iPad.
A small rectangle surface on a laptop. Touching the pad and moving
your finger around can move the cursor in the same way that using a
mouse would.
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Upload

To post something on the internet, for example to post a photo onto
Facebook.

URL

The text you type to get to a website, for example www.google.com.
au is a URL.

Virus
Just like a virus you might have when you are unwell, computer viruses can spread and affect some of the functions of your computer.
Computer viruses also spread and can be transferred from computer
to computer by email or downloading things.
Website

A page or collection of pages on the internet that contain specific
information.

Wifi

To connect to the internet wirelessly, usually from a laptop, tablet
computer or smartphone.
A piece of software used to write letters or other documents.

Word processor

Use the blank table below to note down any new words you come across which
aren’t in this Glossary:
Term
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Using a keyboard
The keyboard is one of the main ways to use a computer. Here are some
useful tips on how to use it.

Keyboard basics
You mostly use the keyboard to
type in text and numbers. Let’s
The keyboard is one of the main ways to
start with text.
use a computer
• Most keyboards use the same
layout for letters. It’s called QWERTY, from six of the keyboard letters.
• Some people type with both hands, some with two fingers. Being accurate is
more important than being fast.
• Use the Space bar to make the spaces between words.
• Press Caps Lock to type upper case. Press it again to go back to lower case.
• Hold down the Shift key while typing a letter to make it upper case.
• Hold down the Shift key to type the second symbol marked on some keys,

such as * and ?.
Here are some tips for numbers.
• All keyboards have a row of
numbers above the top
row of letters.
• Most desktop computers and

A ‘Number Pad’ to the right of the letters
on a desktop computer

some laptops also have a group
of numbers to the right of the letters. This is called the number pad.
• The number pad keys have other functions. To use them for numbers,
make sure the Num Lock key is on. There might be an indicator light
on the keyboard.

beconnected.esafety.gov.au

Using a keyboard
More about the
keyboard
You can also control things with
the keyboard. Here are three
things you can do with the Tab key.
• Press Tab to move to the next

You can control things with the keyboard

link on a web page.
• Hold the Shift key and press Tab to go back the other way.
• Press Tab when you’re filling in a form to the next field or section.
Use other keys to move around the
screen without having to reach
for the mouse.
• Press an arrow key to move
Press the arrow keys to move from item to item,
from item to item.
and Page Down and Up to move between pages
• Press Enter to open the item.
• Press Page Down to move the whole screen down by a page.
• Press Page Up to go the other way.
The Ctrl key is a bit like Shift. It
stands for Control. You use to
change what other keys do.
• Highlight some text then hold
Ctrl and press C. The text will be

The Control key

copied.
• Move somewhere else, hold Ctrl and press V to paste the text.
• Hold Ctrl and press S to save your document.
• Hold Ctrl and press P to print your document.
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KEYBOARD
MATCHING GAME
Space bar

Draw a line to match the
Keyboard words with their
correct deﬁnition
Press to make the characters
UPPERCASE when you type.

Caps Lock

Make a larger space between
words OR move to the next box in
an online form.

Shift

Press to take the cursor to a new
line.

Enter / Return

Press to makes spaces between
words.

Control

Backspace

Tab

Press with other keys to change
the function of the keys.
Remove the last characters you
have typed.
Held while typing to make
UPPERCASE letters.

Using a mouse
Let’s use a mouse to control a computer and what happens on its screen.

Mouse basics
Here are some handy mouse tips.
• Most mice have a left and right button, with a scroll
wheel between them.
• You press the left button to choose things.
• Some old-style mice have a ball on the bottom and need a
mouse mat for you to use them properly.
Mouse with left
• Newer types of mice use a red light underneath them instead. and right button
with a scroll wheel
They usually don’t need a mouse mat.
between them
• Some mice are wireless, so they don’t need to be plugged
into a computer.
Hold your mouse safely so you don’t strain your wrist, arm or shoulder.
• Put the mouse where you can reach it without stretching,
with your arm at your side, bent at the elbow.
• Rest your wrist on the desk or mouse mat.
• Put the palm of your hand on the back of the mouse.
• Hold it lightly between your thumb and last two fingers.
• Rest your index finger lightly on the left button, and your middle
finger lightly on the right button.
• Adjust the height of your seat to make sure your wrist is straight.
You move the mouse to move a cursor on the screen. It changes shape for
different functions.
• Its normal shape is an arrow head.
• It turns into a hand with a pointing finger when
the cursor is over a link on a web page.
• It turns into an I-beam, like a very thin capital ‘I’,
Arrow
Finger
Text
when it’s over a place where you can type.
cursor
cursor
cursor
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Using a mouse
You choose things on the computer screen by clicking on them with
the mouse button.
• Point at something with the cursor and press the left button.
• That item will change colour and look different. That is called highlighting.
• Hold down the Ctrl key and click on something else. It also will be highlighted.
That’s how you can choose several things.

Using the mouse: the ‘click’
factor
A single click selects an item. Use the left
mouse button to choose items on forms.
• Surveys and forms use ‘radio buttons’

Left click

and ‘check boxes’.
• Click on the box or the button to choose it.
• When it has been selected, the circle or square
will be filled with a dot or a tick.
• You can click it again to de-select, or uncheck, it.

‘Left Click’ and ‘Right
Click’ functions

Use the left mouse button to double-click on something to open it.
• Put the cursor over the item and press the left button twice, quickly.
• The item will open.
The right mouse button is different.
• Put the cursor on something and click the right button.
• Usually, a menu will appear on the screen near the cursor.
• What it shows depends on what you clicked on.
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Right click

Using a mouse
Using the mouse: scrolling
Between the two mouse buttons is a scroll wheel. Scrolling is when the whole
document moves up and down on the screen so that you can see different
parts of it.
• Click the cursor anywhere on a web page or document that’s more than one
screen in length.
• Roll the scroll wheel up to move the page up.
• Roll the other way to move the page down.
• You can also use the Scroll bar on the right side of the page to do the same
thing.
• Click the button on an arrow at the top or
bottom of the page to
scroll it slowly.
• Hold down the mouse button on the
rectangle inside the Scroll bar to move
the page up and down faster. This is
useful with long documents.
A laptop usually has a touchpad instead
of a mouse.

This is a touchpad

• Put two fingers together on the touchpad and slide them up and down.
• The document will move the same way your fingers are sliding.
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Using a computer
Here are some top tips to help you get started using a computer.

Parts of a computer or laptop
Desktop computer.
• The keyboard lets you type information onto the screen.
• By ‘clicking’ with the mouse, you can select objects on the screen.
Desktop computer
• The monitor, or screen, lets you see what’s happening.
• Sound comes out of the speakers. Sometimes these are
built in, sometimes they are separate.
• The computer case is where the ‘brains’ of the computer are stored.
Laptop.
• The touchpad, or trackpad, is like the mouse on a desktop
computer. You use the touchpad to navigate around the
screen and select items on the screen.
• Speakers are built into the laptop.
Laptop computer

Turning computers on and off
Desktop computer.
• You may need to turn both the screen (or monitor) and the computer case on.
• Look for the power button on the case. Then look for the power button on the
monitor.
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Using a computer
Laptop.
• On a laptop there is only one power button. Is it often
located at the top of the keyboard.

Power button

It takes time for a computer to start up, so you’ll need to wait a minute
or two. Before you can start using your computer, you may need to enter
your password. When you’ve finished using your computer, remember
to shut it down properly – this means not pressing the power button, but
following the shut down process.

Changing settings on a computer
Brightness and contrast.
On a desktop computer, the buttons for brightness
and contrast are usually located on the monitor.
Adjusting font size and screen resolution.
1. Click on the Windows button on your desktop.
2. Then click on Settings.
3. Now click on System, then Display.
4. To change the font size, click on Custom Scaling.
5. To change the resolution, click on Resolution.
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The buttons for brightness
and contrast are usually
located on the monitor

Using a computer
Using programs and managing files
The photos, letters, music and more on your computer are called files.
It’s best to store your files in carefully named folders so they are
easy to find.
How to create a folder.
1. Click on the Windows button on your desktop.
2. Then click on Documents and New Folder.
3. You can name the folder whatever you want, for example ‘holiday photos’,
by clicking in the box and typing in the name.

Computer Safety
Finally, it’s important that you stay safe when
using your computer.
• Use a comfortable chair.
• Have your keyboard and display screen right in front
of you so that you’re not twisting.
• Keep the cables tidy so you don’t trip on them.
• And keep drinks away from the computer. A spill can be
dangerous.
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Ensure you’re
comfortable with a
tidy workspace

KEY FILE
ORGANISING TERMS
Menu Bar

Folder

Add the name of the
organisation tool
& write how it is used

Recycle Bin

KEY FILE
ORGANISING TERMS
(cont)

Start Menu

Add the name of the
organisation tool
& write how it is used

Side Bar

