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SUMMARY 

The main objectives of the module are to explain the meaning of the computer 

hardware, to give information about basic digital terminology and to develop typing skills. 

The trainees will learn how to use the interface of computers. They will get acquainted 

with the role and functioning of the mouse, keyboards, touchscreens, printers and scanners, 

etc.  

Basic knowledge about Internet, browser, Wi-Fi, search engines, Sign Up, Login, 

downloading as well as about keyboard keys, capital letters, fingers positions, etc. will be 

obtained. 

By means of exercises trainees will practice and develop typing skills. 

 

KEYWORDS 

Interface of computers, mouse, keyboard, touchscreen, printer, scanner, Internet, Wi-

Fi, browser, search engine, Sign Up, login, download, typing, keyboard key, capital letter, 

finger position. 

 

MODULE OBJECTIVES 

Actions / Achievements 

Using the interface of computers; Basic knowledge on digital terminology; Basic typing skills 

Knowledge Skills Competencies 

Comprehensive on using 
the interface of computers: 
mouse and touchpads, 
keyboards, touchscreens, 
printers and scanners, etc. 

Comprehensive on basic 
digital terminology: 
Internet, Web browser, Wi-

Apply the knowledge about 
using the interface of 
computers and smart 
devices 

Identify potential critical 
points and suggest 
preventive actions  

Autonomously select rules/ 
regulations/ standards to be 
applied while using 
computers and smart 
devices 
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Fi, Search engines, Sign Up,  
Login, Downloading 

Basic in computer typing,  
keyboard keys, capital 
letters, fingers positions, 
typing exercises 

 

Discuss problems with 
professionals  

Use Internet, web browsers, 
Wi-Fi, search engines, Sign 
Up, logging, downloading 

Acquiring basic computer 
typing skills 

Learn different approaches 
on typewriting and using a 
computer keyboard 

Lead implementation 
monitoring of the agreed  
rules and requirements  

Solve problems that may 
arise in using the interface 
of computers and smart 
devices 

Proper use of computers 
and smart devices 

Proper use of digital 
terminology 

Confidence in computer 
typing 
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UNIT 1: USING THE INTERFACE OF COMPUTERS  

 

Specific objectives of Unit 1 

The specific objectives of unit 1 are to give knowledge and develop skills for using the 

computer hardware: display, mouse and touchpad, keyboard, touchscreen, printer and 

scanner, etc. 

 

Display 

Alternatively referred to as a desktop display or monitor, a display or display device is 

a term used to describe the device used to view images or text. The picture is an example of 

a flat-panel display and the most common display used with computers today. 
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Anything capable of being connected to a computer and displaying its output is 

considered an output device. Below is a listing of the most commonly used display devices: 

• CRT monitor 

• Flat-panel display 

• LCD (active-matrix, passive-matrix) 

• Projector 

• TV (4K TV, HDTV, Plasma TV, Smart TV) 

 

Mouse and Touchpad 

A computer mouse is a hand-held pointing device that detects two-dimensional 

motion relative to a surface. This motion is typically translated into the motion of a pointer on 

a display, which allows a smooth control of the graphical user interface. Originally wired to a 

computer, many modern mice are cordless. 

 



                             

 

9 

 

 

An alternative to the mouse is Touchpad (also called a trackpad), a touchpad is an input 

device on laptops and some keyboards. It allows the user to move a cursor with their finger. 

It can be used in place of an external mouse. 

A touchpad is operated by using your finger and dragging it across the flat surface of 

the touchpad. As you move your finger on the surface, the mouse cursor moves in that same 

direction. Like most computer mice, the touchpad also has two buttons below the touch 

surface that allows you to left-click or right-click.  
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Keyboard 

A computer keyboard is a typewriter-style device which uses an arrangement of 

buttons or keys to act as mechanical levers or electronic switches. Keyboard keys (buttons) 

typically have characters engraved or printed on them, and each press of a key typically 

corresponds to a single written symbol.  

 

 

Standard (full-size) keyboard 

 

 

Compact (laptop-size) keyboard 
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Printer 

A printer is a peripheral device which makes a persistent readable representation of 

graphics or text on paper. Personal printers are primarily designed to support individual users 

and may be connected to only a single computer. Networked or shared printers are usually 

shared by many users on a network. The most common types of printers are inkjet and laser 

printers. 

 

Inkjet printer 

Laser printer 
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Colour laser printer 

 

The main differences between above showed printers are - inkjet printers create 

images by dropping spots of ink on the paper, whereas laser printers create images by 

charging paper to attract toner particles with a laser beam. Comparing inkjet vs. laser printer 

quality, nowadays they are more similar than they are different. In the graphics below you can 

find compared the most important differences: 
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Scanner 

 

A scanner or optical scanner is a hardware input device that optically "reads" an image 

and converts it into a digital signal – computer file. For example, a scanner may be used to 

convert a printed picture, drawing, or document (hard copy) into a digital file which can be 

edited on a computer, send via email or uploaded in Internet. 

 

All-in-one and multi-functional device 

All-In-One Printers and Multi-functional Printers (MFP) are hardware devices such as a 

printer, fax, and scanner functionalities all in one device. An All-in-one is a small desktop unit, 

designed for home or home-office use. These devices focus on scan and print functionality for 

home use, and may come with bundled software for organising photos, simple OCR and other 

uses of interest to a home user. An All-in-one will always include the basic functions of Print 

and Scan, with most also including Copy functionality and a lesser number with Fax 

capabilities. 

The two most important advantages of All-In-One devices are: 
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1. Take up less desk space and room by combining multiple devices (e.g., fax, printer 

and scanner) into one device. 

2. Less cords. Since the printer and the scanner are one device the AIO only requires 

one power cord and usually one data (USB) cable or even wi-fi connectivity.  

 

 

Laser Multi-functional Device 
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Touchscreen 

A touchscreen is a computer screen that can be used by touching it with a finger or a 

stylus pen, instead of using a mouse and keyboard. It can be described as a touchpad with a 

screen built-in to it.  
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Because of how easy they are to use, touchscreens can be found in many places. Along 

with general computing and consumer electronics devices such as smartphones, tablets, 

smartwatches and personal computers, touchscreens are also widely used on kiosks, which 

are used for information systems in cities and museums. They are also found on machines 

including Automatic Teller Machines (ATMs), cash registers and retail point-of-sale terminals, 

GPS navigation systems such as those in cars and other vehicles, medical equipment and 

industrial control panels. The touchscreen built into kiosks use simple point and click 

interaction. Interactive whiteboards, which can be found in many schools, also use a simple 

form of touch technology.  
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UNIT 2: BASIC KNOWLEDGE ON DIGITAL TERMINOLOGY 

 

Specific objectives of Unit 2 

The specific objectives of unit 2 are to give basic knowledge on the following digital 

terminology:  Internet, web browsers, Wi-Fi, search engines, Sign Up, logging, downloading. 

 

Internet 

The Internet is the global system of interconnected computer networks that use the 

Internet protocol suite to link devices worldwide. It is a network of networks that consists of 

private, public, academic, business, and government networks of local to global scope, linked 

by a broad array of electronic, wireless, and optical networking technologies. The Internet 

carries a vast range of information resources and services, such as the inter-linked hypertext 

documents and applications of the World Wide Web (WWW), electronic mail, telephony and 

file sharing. 

 

Browser 

Alternatively referred to as a web browser or Internet browser, a browser is a software 

program created as a simplified means to present and explore content on the World Wide 

Web. These pieces of content, including pictures, videos, and web pages, are connected using 

hyperlinks and classified with URLs (Uniform Recourse Identifiers). 

 

Wi-Fi 

Wi-Fi is technology for radio wireless local area networking of devices like desktops 

and laptops, video game consoles, smartphones and tablets, smart TVs, digital audio players 

and modern printers. Wi-Fi compatible devices can connect to the Internet via a WLAN and a 

wireless access point, also called hotspot. 

 

Search Engines 

A search engine is a software program or script available through the Internet that 

searches documents and files for keywords and returns the results of any files containing 
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those keywords. Nowadays, there are thousands of different search engines available on the 

Internet, each with their own abilities and features. The most popular and well-known search 

engine is Google. Other popular search engines include AOL, Ask.com, Baidu, Bing, and Yahoo. 

 

 

 

Sign Up 

“Sing Up” or “Register” are functions, offered by different internet portals, platforms 

and sites such Google, Yahoo, Facebook etc. In general, this is initial process, needed to be 

created virtual identity of the person, who want to use the services, provided by the respective 

provider. For example, to use an email address in the portal www.yahoo.com, you have to 

create (register) a profile. Usually, when you sign up to a new site or portal, you have to: 

1. Choose unique Username; 

2. Enter your personal details such first and last name. Additionally, depend on the 

portal policy, you have to enter also your gender, date of birth, home and/or work 

address, main and/or alternative email and in some cases other personal 

information; 
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3.  Create a strong password. Most of the sites offer different options for recovering 

of forgotten usernames and passwords; 

 

 

Login 

Alternatively referred to as a sign in, a login or logon is a set of credentials used to gain 

access to an area that requires proper authorization. Logins are used to gain access to and 

control of computers, networks, and bulletin boards, as well as other services and devices. 

Today, most logins consist of both a username and password. 
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If the improper username or password is entered or you have forgotten them, you 

cannot access your account. With online services such as you Yahoo! Mail, Gmail, and 

Facebook, you can use the "Forgot Password" or "Reset Password" feature to receive a 

password reminder or link to reset your password. 

 

Downloading 

Downloading is the process of receiving data over the Internet. Downloading is the 

opposite of sending data to another system over the Internet. As a noun, download may refer 

to either a file that is retrieved from the Internet or the process of downloading a file. 

Every time you use the Internet, you download data. For example, each time you visit 

a webpage, your computer or mobile device must download the HTML, CSS, images, and any 

other relevant data in order to display the page in your web browser. 

When you click a "Download Now" link, your browser will start downloading a specific 

file that you can open. 
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You can also download data using mediums besides the web. For example, you can 

download files using an FTP program, download email messages with an email client, and 

download software updates directly through your operating system. You can manually initiate 

a download (such as clicking a download link), though most downloads happen automatically. 

For example, your smartphone may download email messages and software updates in the 

background without you knowing it. 

While you can download a file, the word "download" may also refer to the file itself. A 

common way you might see "download" used as a noun is in an online advertisement that 

says, "Free Download." This phrase implies that clicking the download link will download a file 

(often a software program or installer) and use it for free. The noun "download" can also be 

used like the word "transfer" to describe the process of downloading data. For example, a 

program may display a status update that says, "Download in progress" or "Download 

complete." 
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UNIT 3: BASIC TYPING SKILLS 

 

Specific objectives of Unit 3 

The specific objectives of unit 3 are to give knowledge and to teach basic typing skills. The 

trainees will learn how to use the keyboard keys (capital letters, fingers positions). They will 

practice by typing exercises. 

 

Keyboard keys 

Keyboard keys (buttons) typically have characters engraved or printed on them, and 

each press of a key typically corresponds to a single written symbol. However, producing some 

symbols may require pressing and holding several keys simultaneously or in sequence. While 

most keyboard keys produce letters, numbers or signs (characters), other keys or 

simultaneous key presses can produce actions or execute computer commands. In normal 

usage, the keyboard is used as a text entry interface for typing text and numbers into a word 

processor, text editor or any other program. 

 

The QWERTY Standard 

Almost every PCs, laptops and smart devices nowadays use QWERTY Standardized 

keyboard. QWERTY is a keyboard design for Latin-script alphabets. The name comes from the 

order of the first six keys on the top left letter row of the keyboard.  

 In international variants of QUERTY minor changes to the arrangement of the keys are 

made. There are a large number of different keyboard layouts used for different languages 

written in Latin script. They can be divided into three main families according to where the Q, 

A, Z, M, and Y keys are placed on the keyboard. More information about differences can be 

found here: https://en.wikipedia.org/wiki/QWERTY#International_variants 

Since the standardization of PC-compatible computers and Windows after the 1980s, 

most full-sized computer keyboards have a separate numeric keypad for data entry at the 

right, 12 function keys across the top, and a cursor section to the right and center with keys 

for Insert, Delete, Home, End, Page Up, and Page Down with cursor arrows in an inverted-T 

shape. 

https://en.wikipedia.org/wiki/QWERTY#International_variants
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Letter case 

Letter case is the distinction between the letters that are in larger upper case (also 

uppercase, capital letters, capitals, caps, large letters, or more formally majuscule) and smaller 

lower case (also lowercase, small letters, or more formally minuscule) in the written 

representation of certain languages. 

Caps Lock is a button on the computer keyboard that causes all letters of Latin-based 

scripts to be generated in capitals. It is a toggle key: each press reverses its action. Most of the 

keyboards also implement a light, so as to give visual feedback about whether it is on or off. 

The shift key is a modifier key on a keyboard, used to type capital letters and other 

alternate "upper" characters. There are typically two shift keys, on the left and right sides of 

the row below the home row.  

 

Keyboard safety tips 

• Keep your keyboard home row height as close to elbow level as possible. 

• Center the spacebar with your body. 

• Do not angle or bend your wrists. While typing keep your wrists elevated and as 

straight as possible. 

• Avoid hunt-and-peck typing as it causes strain on the neck from having to look down 

at the keyboard often. 

• Don't use more force than needed to press the keys. 

• When you are not typing make sure to rest your arms and hands. However, never rest 

your arms, hands or wrist on a sharp edge. 

• Take a break from typing every 20 to 30 minutes. 

 

Tips on touch typing 

1. Sitting posture for typing 

 

• Sit straight and remember to keep your back straight. 

• Keep your elbows bent at the right angle. 

• Face the screen with your head slightly tilted forward. 

• Keep at least 45 - 70 cm of distance between your eyes and the screen. 



                             

 

24 

 

 

• Expose the shoulder, arm, and wrist muscles to the least possible strain. The wrists 

can touch the table top in front of the keyboard. Never shift your body weight to 

the wrists by resting on them. 

 

2. Home row position 

Curve your fingers a little and put them on the ASDF and JKL; keys which are located in the 

middle row of the letter keys. This row is called HOME ROW because you always start from 

these keys and always return to them. 

F and J keys under your index fingers should have a raised line on them to aide in finding 

these keys without looking. 

 

3. Keyboard scheme 
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The color-coded keyboard under lesson input field will help you to understand which 

finger should press each key. 

• Hit keys only with the fingers for which they have been reserved. 

• Always return to the starting position of the fingers "ASDF – JKL“. 

• When typing, imagine the location of the symbol on the keyboard. 

• Establish and maintain a rhythm while typing. Your keystrokes should come at equal 

intervals. 

• The SHIFT key is always pressed by the pinkie finger opposite to the one hitting the 

other key. 

• Use the thumb of whichever hand is more convenient for you to press the Space bar. 

This method may seem inconvenient at first, but do not stop, eventually you’ll find out 

that you are typing quickly, easily and conveniently. 

4. Fingers motion 

Don't look at the keys when you type. Just slide your fingers around until they find the 

home row marking. 

Limit your hand and finger movement only to what is necessary to press a specific key. 

Keep your hands and fingers close to the base position. This improves typing speed and 

reduces stress on the hands. 

Pay attention to ring fingers and little fingers, since they are considerably underdeveloped. 

5. Typing speed 

 

• Do not rush when you just started learning. Speed up only when your fingers hit the 

right keys out of habit. 

• Take your time when typing to avoid mistakes. The speed will pick up as you progress. 

• Always scan the text a word or two in advance. 

 

6. Take care of yourself 

Take a break if you feel that you get distracted easily and are making a lot of mistakes. It 

is more productive to come back when you feel refreshed. 
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Recommended online typing tests 

https://www.typingtest.com/ 

https://www.livechatinc.com/typing-speed-test/#/ 

  

https://www.typingtest.com/
https://www.livechatinc.com/typing-speed-test/#/


                             

 

27 

 

 

EXERCISES 

 

Questions 

 

1. What is Internet? 

 

 

 

2. What is Wi-Fi? 

 

 

3. Is there any difference between “Sign Up” and “Login”? Choose the right answer. 

a. No, they are synonyms; 

b. Yes, “Sign up” is an initial process, needed to be created virtual identity of the 

person, who want to use the services, provided by the respective provider and 

“Login” is a set of credentials used to gain access to an area that requires proper 

authorization; 

c. Yes, “Sign up” is a set of credentials used to gain access to an area that requires 

proper authorization and “Login” is an initial process, needed to be created virtual 

identity of the person, who want to use the services, provided by the respective 

provider. 

 

4. Choose the right answer. Most logins consist of: 

a. Password; 

b. Username; 

c. a + b. 

 

5. What you should do in case you have forgotten your login password in order to be able 

to access your account? 
 

6. Choose the right answer. Downloading is: 

a. the process of sending data over the Internet; 

b. the process of receiving data over the Internet; 

c. a + b.  
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7. How you can download data using mediums besides the web? 
 

 

8. Choose the right answer. In the most cases the keyboard is used: 

a. for executing computer commands; 

b. as a text entry interface for typing text and numbers into a word processor, text 

editor or any other program; 

c. for producing actions through simultaneous key presses. 

 

9. Choose the right answer. The name “QWERTY standard” comes from: 

a. the order of the first six keys on the top left letter row of the keyboard; 

b. the name of its developer; 

c. a + b. 

 

10. Choose the right answer. When you use the shift key to type a capital letter, you should 

press: 

a. the left one – on the left side of the row below the home row of your keyboard; 

b. the right one – on the right side of the row below the home row of your keyboard; 

c. any of them. 
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Case Study “Creating personal account” 

In order to be able to use the online services provided by the pension authority you should 

create a personal account on their web site. What exactly and in which order you should do? 

(at least 5 steps and no more than 7 steps). 
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FURTHER READING AND RESOURCES 

 

Peripheral devices, Examples & Types 

https://www.youtube.com/watch?v=M0F4cc2dkV8 

 

Peripheral devices of computers 

https://study.com/academy/lesson/what-are-peripheral-devices-of-a-computer-definition-

examples-types.html 

 

Further reading on typing 

https://www.how-to-type.com/ 

https://www.youtube.com/watch?v=vXsutlz0GIQ 

https://www.youtube.com/watch?v=8Ic2L7ZyFC8 

 

Hints on typing faster: 

https://www.keyhero.com/wpm-typing-tips/ 

 

A computer keyboard 

https://www.youtube.com/watch?v=g2SiyJVFcDI 

https://study.com/academy/lesson/what-is-a-computer-keyboard-parts-layout-

functions.html 

https://www.youtube.com/watch?v=mWcPA5_8RnM 

 

A computer mouse 

https://www.youtube.com/watch?v=M0F4cc2dkV8
https://study.com/academy/lesson/what-are-peripheral-devices-of-a-computer-definition-examples-types.html
https://study.com/academy/lesson/what-are-peripheral-devices-of-a-computer-definition-examples-types.html
https://www.how-to-type.com/
https://www.youtube.com/watch?v=vXsutlz0GIQ
https://www.youtube.com/watch?v=8Ic2L7ZyFC8
https://www.keyhero.com/wpm-typing-tips/
https://www.youtube.com/watch?v=g2SiyJVFcDI
https://study.com/academy/lesson/what-is-a-computer-keyboard-parts-layout-functions.html
https://study.com/academy/lesson/what-is-a-computer-keyboard-parts-layout-functions.html
https://www.youtube.com/watch?v=mWcPA5_8RnM
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https://www.youtube.com/watch?v=o7x_KVabYmY 

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

https://www.youtube.com/watch?v=7CawzjIbyE8 

 

Glossary of computer terminology in Bulgarian 

http://numberonebg.blog.bg/technology/2013/03/13/rechnik-na-terminite-v-

internet.1063901 

 

Video lessons on digital skills for beginners in Bulgarian 

https://www.vbox7.com/play:0eb2566173 

https://www.youtube.com/playlist?list=PLT_1n_9uMGgjZfI9UHQUpmmpPs_3Z0Wb_ 

  

https://www.youtube.com/watch?v=o7x_KVabYmY
https://www.youtube.com/watch?v=WYhsuupYBZw
https://www.youtube.com/watch?v=7CawzjIbyE8
http://numberonebg.blog.bg/technology/2013/03/13/rechnik-na-terminite-v-internet.1063901
http://numberonebg.blog.bg/technology/2013/03/13/rechnik-na-terminite-v-internet.1063901
https://www.vbox7.com/play:0eb2566173
https://www.youtube.com/playlist?list=PLT_1n_9uMGgjZfI9UHQUpmmpPs_3Z0Wb_
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SOLUTIONS OF EXERCISES 

Right answers of the questions 

 

1. What is Internet? 

The Internet is the global system of interconnected computer networks that 

use the Internet protocol suite to link devices worldwide. It is a network of networks 

that consists of private, public, academic, business, and government networks of local 

to global scope, linked by a broad array of electronic, wireless, and optical networking 

technologies. The Internet carries a vast range of information resources and services, 

such as the inter-linked hypertext documents and applications of the World Wide Web 

(WWW), electronic mail, telephony and file sharing. 

 

2. What is Wi-Fi? 

Wi-Fi is technology for radio wireless local area networking of devices like 

desktops and laptops, video game consoles, smartphones and tablets, smart TVs, 

digital audio players and modern printers. Wi-Fi compatible devices can connect to the 

Internet via a WLAN and a wireless access point, also called hotspot. 

 

3. Is there any difference between “Sign Up” and “Login”? Choose the right answer. 

a. No, they are synonyms; 

b. Yes, “Sign up” is an initial process, needed to be created virtual identity of the 

person, who want to use the services, provided by the respective provider and 

“Login” is a set of credentials used to gain access to an area that requires proper 

authorization; 

c. Yes, “Sign up” is a set of credentials used to gain access to an area that requires 

proper authorization and “Login” is an initial process, needed to be created virtual 

identity of the person, who want to use the services, provided by the respective 

provider. 

 

4. Choose the right answer. Most logins consist of: 

a. Password; 

b. Username; 

c. a + b. 

 

5. What you should do in case you have forgotten your login password in order to be able 

to access your account? 
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With online services such as you Yahoo! Mail, Gmail, and Facebook, I can use 

the "Forgot Password" or "Reset Password" feature to receive a password reminder or 

link to reset my password. 
 

6. Choose the right answer. Downloading is: 

a. the process of sending data over the Internet; 

b. the process of receiving data over the Internet; 

c. a + b.  

 

7. How you can download data using mediums besides the web? 

I can download files using an FTP program, download email messages with an 

email client, and download software updates directly through my operating system. I 

can manually initiate a download (such as clicking a download link), though most 

downloads happen automatically. For example, my smartphone may download email 

messages and software updates in the background without I knowing it. 
 

8. Choose the right answer. In the most cases the keyboard is used: 

a. for executing computer commands; 

b. as a text entry interface for typing text and numbers into a word processor, text 

editor or any other program; 

c. for producing actions through simultaneous key presses. 

 

9. Choose the right answer. The name “QWERTY standard” comes from: 

a. the order of the first six keys on the top left letter row of the keyboard; 

b. the name of its developer; 

c. a + b. 

 

10. Choose the right answer. When you use the shift key to type a capital letter, you should 

press: 

a. the left one – on the left side of the row below the home row of your keyboard; 

b. the right one – on the right side of the row below the home row of your keyboard; 

c. any of them.  
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Solution of the Case Study “Creating personal account” 

In order to be able to use the online services provided by the pension authority you should 

create a personal account on their web site. What exactly and in which order you should do? 

(at least 5 steps and no more than 7 steps). 

 

Answer  

1. Have access to computer or a smart device. 

2. Connect to the Internet. 

3. Open a web browser. 

4. Go to a search engine or directly to the site you need. 

5. “Sing Up” or “Register”. 

6. Log in into my personal account. 

 

 


