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The world of computers can feel disorienting and alien. Confronted with a screen, 
a keyboard and a mouse, how do you do what you want to do? There’s so much to 

learn that it can be overwhelming. The reward is how much you can get to do with your 
computer for work and play. 

I’ve written this little document to tell you about some key ideas that I believe are 
fundamental to using a computer well. I think that when you know these things and 
can do them, you will feel more comfortable and in control.

In this document, I explain why you can’t break the computer and then three methods 
for managing your computer. These methods are described first and then there are 
sections for how to use them depending on whether you are using a Mac (Apple) 
computer, a computer with Windows 7, or a computer with Windows 8 or 8.1. You 
might want to print out the section teaching you how to do the methods so that you 
can refer to them as you practice. 

Why You Can’t Break It
Your computer is made up of “software” and “hardware.”  

The hardware is any part of your computer that is an actual concrete object. A mouse, 
keyboard, video camera, and backup drive are all examples of hardware.  

Software is what’s inside of the machine. Software can not be hurt by what you do. 

When you click the mouse, tap a button, or type some text and hit return, you are 
dealing with software and giving instructions to the computer. Whatever happens is 
completely logical to the computer. Sometimes it’s hard to figure out what you did, but 
whatever happened was because of something you did. Do things slowly so that you 
can see what happens after each thing you do. 

You probably have heard of “bugs” and “viruses.” A bug is when there is a problem in 
the software. So long as you use commercial software, it is unlikely you will experience 
a bug.  

You Can’t Break It! 
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A virus is a different story. This is the one exception to the rule that you can’t break 
your computer by what you do. It is unfortunate but true that viruses and other forms 
of destructive programs exist. A virus is a bunch of destructive code that is designed to 
cause havoc on your computer and you don’t want to let it in. The most common way 
these are spread are in email. Don’t ever, ever click on an attachment sent to you 
from someone you don’t know or one that claims to be from your bank, credit 
card, or even if looks like a friendly hello, etc. Be very suspicious. 

Of course you can hurt the hardware—just like any physical object. But you can’t break 
the software.  You can’t hurt it.  You might end up in a place where you don’t know 
what to do next. You might not understand what the computer has just prompted you 
to do, but making a choice won’t break the computer. So try things out. Press buttons, 
follow links, play with it. Explore. 

Have you ever inadvertently deleted a word or sentence?  

1. How to Undo
There is a keystroke combination that I call the “magic undo.” If you do something 
and you want to undo it, in most cases you can. This is really, really, really useful when 
you accidentally delete something. Instead of having to retype or figure out what 
happened, you simply use the undo keystroke!  

Keystroke combinations use two (or more) keys to give directions to the computer. 
Hold down the first key of the combination and tap the second key. Practice having a 
light touch for the second key. 

The undo works in many situations. You can use it for bringing back words, sentences, 
numbers, photos, and sometimes files. When you know the keystroke combination, 
you can undo what you did in less than a second.  Experienced computer users use the 
undo keystroke almost unconsciously. 

2. How to Get Unstuck
Sometimes it can happen that things are not working as you expected or you’ve gotten 
lost. In that case, it may be the simplest to simply start over.  This is called a reboot.
(or restart)  

The reason this works is that sometimes the computer has gotten too many conflicting 
signals and is now doing something you didn’t expect. Restarting the computer wipes 
the memory clean. Be sure to save your work before restarting. Most programs will ask, 
“Do you want to save this file?” if a file hasn’t been saved.  In most cases you do. 
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3. You Won’t Lose Your Emails, Photos, Documents or Other 
Work
Once something is in your computer—it will be exactly where you told it to be.

However, many new computer users are puzzled about where they should put their 
files and how they are giving directions to the computer. In addition, many programs 
have gotten “smart” and will store and name files automatically unless the user takes 
control. At first this can be very disorienting. 

Every computer user is able to create their own organizational system for their files. 
There are no requirements about this. The computers will helpfully offer folders with 
names like “Documents,” “Pictures,” “Favorites,”  or “Movies” but those are suggested 
containers only. 

One of these containers is called “Desktop.” It might seem that the easiest thing is to 
put all files on the desktop to be able to find them quickly. On a Mac computer this is a 
bad idea, as it will eventually slow the computer down. On a Windows machine it is not 
as bad, but it is better to have folders for your files. (It is possible to create shortcuts to 
file and folders and put those on a desktop-this can be a very good solution.) 

Learning how to create and organize folders is an important skill and one that is 
beyond the scope of this little document. However, even without knowing where a file 
is, you can be comfortable that you can find it. 

To locate a file, you need to know two things:
• Something about the name of the file
• How to search for a file

Naming Files

Give names to your files that will tell you what the file is. You can have names as long 
as you want. Here are some examples of actual file names I have on my computer:
• ComputerCoachingFlyer_Final
• SH_BookCover_Illustration
• Flip charts_Meetup Brat June 2014

They are long enough and descriptive enough that I can tell by reading the file name 
what is in the file. It is also likely that if I’m wanting to locate it I can remember 
some of the file name, which means I can use the computer to search for the file.  I 
personally like using underscores to help separate words. It’s just my preference and is  
is not required.  
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Searching for Files

This is where the computer can really be helpful. It is easy for a computer to search 
and it can be very fast. You don’t have to remember the whole name of your file, just 
something about it. 

The universal symbol for the search function is a 
magnifying glass, for both Apple and PCs. Anytime you 
see one, you can use the box next to it to type in text to 
help you find something. 

Got It? 
1. You can’t break software.
2. You can undo whatever you just did.
3. You can start from the beginning.
4. You can search for files.

Understanding these principles and using the methods will allow you to relax and 
enjoy your computer. The digital world is quite amazing. 

On the next pages you will find instructions for how to undo, restart and search for 
files. The is a section for Macs and a section for Windows machines. 
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Mac 

1. How to Undo 
The keystroke combination is command-z. 

The command key has the symbol ⌘ on it. 
There are two command keys. They are on 
the left and right of the space bar.  It doesn’t 
matter which one you use but usually it is 
easier to use the one to the left of the space 
bar.  You can easily use your thumb to hold 
down the command (⌘) key and use your 
forefinger to hold the “z” key. 

Practice using the combined keystroke. 
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2. Start from the beginning
Go to the Apple menu in the upper left corner 
of your screen. Click and hold to see the drop-
down menu. Select Restart.

3. Search for files
“Spotlight” is the name of the program for searching. 

It is always accessible in the upper right corner of the screen. Click on the magnifying 
glass icon.

If you have Yosemite*, a search window 
appears in the middle of your screen with 
a blinking cursor waiting for you to type 
something in. 

If you have an older Mac, the 
search field opens below the 
magnifying glass and you can 
type your  search in that field. 

* “Yosemite”’ is the name of the operating system released in October of 2014. If you haven’t upgraded and your Mac isn’t too old, 
you should ugrade. I’ll be happy to help you.  
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Type a word or a fragment of a 
word. 

The results show below.

The search window displays 
documents, emails, apps, songs, 
movies, contacts, events, and 
reminders that contain the search 
word. The list forms as you type. 

If you put your cursor on an item, 
the preview window on the right 
will display the contents of the 
file. 

Click on the item and it will open. 
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1. How to Undo

The keystroke combination is Ctrl-Z 

Hold down the “Ctrl” key (pronounced 
“control”) and then tap the “Z” key. 

On many keyboards there are two Ctrl keys. 
They are to the left and to the right of the 
space bar. It doesn’t matter which one you use 
but usually it is easier to use the one on the left 
of the space bar.  

Practice using the combined keystroke. 

2. Start from the beginning
How this works depends on whether you have Windows 7 or Windows 8 / 8.1. You have 
Windows 8 / 8.1 if your screen has tiles as in the picture below.  If you don’t have tiles, 
you most likely have Windows 7 (unless your computer was made before 2009). 

       Windows 
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Windows 7

Click on the Start icon in the lower left hand corner of your screen. (It might be on top 
or on the side if you have changed your 
preferences.)

This opens up the Start Menu.

Click on the little triangle next to “Shut 
Down.”

Select Restart. 
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Windows 8 and 8.1 

Windows 8 and 8.1 have the unique feature of a “Start” page. This is the page with all 
the tiles. It says so at the right of your screen. 

You can restart in Windows 8 or 8.1 from 
the Start page.

If you are using a touch screen computer, if 
you are not on your Start screen, swipe in 
from the right edge of the screen to show 
the “Charms Bar.”

If you’re using a mouse, point to the lower-
right corner of the screen, move the mouse 
pointer up to open the “Charms Bar.”

Tap or click the Settings icon.
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The Settings window opens. 

Tap or click Power.

A menu opens above  
the power button.

Tap or click Restart
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3W. Search for Files
Windows 7 

Click on the Start icon. This icon is 
usually in the lower left corner of your 
screen. (It might be on top or on the side 
if you have changed your preferences.) 

In the search box with the magnifying 
glass, start typing for what you are 
looking for

The search results appear above  the 
search box. Click on the one you want 
and it will open.
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Windows 8 and 8.1

You can search from your Start screen. On 
the Start screen the search icon is at the 
upper right of the screen.

If you are using a touch screen and you are not on 
your Start screen, swipe in from the right edge of 
the screen to show the “Charms Bar.”

If you’re using a mouse, point to the lower-right 
corner of the screen, move the mouse pointer up to 
open the “Charms Bar.”

Tap or click the Search icon.

Type in the the search bar what you are 
looking for. This does not have to be a full 
word or file name. The computer will search 
on a fragment.
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The search results appear below the window.  Tap 
or click the file you want.
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Would you like more help? 

Computers are a private experience.

One of the things that I find interesting about using a computer is that we are all on 
our own. It’s a private experience. Have you looked over someone else’s shoulder and 
seen how they were using their computer? Did you discover that they were doing 
something completely differently from what you do? 

Has anyone ever looked over your shoulder while you were using your computer?

You and I can do that with remote coaching. With remote coaching I can see what you 
are struggling with and how you are using your computer.

It’s amazing. We can do screen sharing. You can show me your screen and I can show 
you mine. We can have a face-to-face conversation. We can look at each other, look at 
the screen, and talk.

Here are some of the things I’ve helped remote clients do:

• Manage passwords
• Organize files and folders
• Get control of their photographs
• Get around the WordPress dashboard
• Post a blog with links and pictures
• Manage newsletter templates and campaigns (MailChimp, AWeber, Constant 

Contact)
• Use Google documents

I use a huge variety of software so this is only a short list of the ways in which I can 
help you become more proficient and comfortable with using your computer. It is even 
possible to take over a computer remotely but I prefer to talk you through “driving” 
because it helps you learn skills.

If you’d like to schedule a session, call me at 802-451-1941 or email me at annamarie@
patientsympatheticcoaching.com. (Click on the link to open up your email automatically.) 

If you want to know more about me click here. (or go to the About Me page on the 
Patient, Sympathetic Coaching site, http://patientsympatheticcoaching.com/about-
me) 
If you want to know more about how coaching sessions work click here. (or go 
to the How It Works page on the Patient, Sympathetic Coaching site, http://
patientsympatheticcoaching.com/how-it-works).

* If you are within easy driving of Brattleboro Vermont, I’m happy to do in-person 
coaching. 


