
START HERE: 
I need to buy 

a new computer

Desktop
(circle this and go to 

STEP 2)

Portable

Often
11-13" laptop
(circle this and 
go to STEP 2)

Occasionally
14-15.6" laptop

(circle this and 
go to STEP 2)

Stationary

Portable or 
stationary?

How often will you need 
to use this computer away 

from your office desk?

 Working on QuickBooks or 
large spreadsheets;

 editing photos or videos;
 video calling; and/or
 displaying PowerPoint 

presentations or other 
multimedia to an audience

Yes
1920x1080px 

(1080p) minimum
(circle this and 
go to STEP 3)

No
1366x768px 

minimum 
(circle this and 
go to STEP 3)

No
8 GB minimum
(circle this and 
go to STEP 4)

Yes
16 GB preferred

(circle this and 
go to STEP 4)

Will you use this 
computer for any of 

the following tasks at 
least once a month?

STEP 3: RAM
(working memory)
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STEP 2: Display

Will you use this 
computer for any of 

the following tasks at 
least once a month?

 Heavy multi-tasking (e.g. 20+ 
open web browser tabs);

 Working on QuickBooks or large 
spreadsheets; and/or

 editing photos or videos

STEP 1: Form factor



Built-in 
Bluetooth

(4.0 or higher)

Built-in Wi-Fi
(802.11n AND 

802.11ac)

USB-A ports
(minimum 2)

Things all work computers need

Integrated 
webcam

(laptops only)

Gigabit 
ethernet port
(10/100/1000)

Laptop
Solid state drive (SSD)

256 GB minimum
(circle this and 
go to STEP 5)

TONS of
storage space

Hard disk drive (HDD)
1 TB minimum
(circle this and
go to STEP 5)

A speedy computer
that loads apps and files quickly

At the end of STEP 1, 
did you circle a laptop 

or desktop?

Desktop

STEP 4:
Hard drive 

(data storage)

Which of these is more 
important to you?

(choose one)

Review the items you circled above, then read 
Things all work computers need, Recommended 

features and services, and Money saving strategies 
(all below).

Some major 
computer 
manufacturers 

Acer, Asus, Dell, 
Hewlett-Packard (HP), 
Lenovo, Toshiba
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STEP 5: Review



Recommended
features and services

Buy a Core i5 
or Core i7 
processor.

It’ll work faster 
and last longer.

An Intel 
Core i3 

processor is 
suitable for 

light use, 
but avoid all 

Atom, 
Pentium and 

Celeron.

Be sure your laptop can 
connect to a projector 
using VGA and HDMI. 

Buy an adapter if necessary.

Purchase extended 
warranty coverage 

for as long as you want the 
computer to keep working

(3-4 years is usually sufficient).

Consider purchasing 
accidental damage 

coverage 
(especially for laptops).

Money saving strategies
On a tight budget? Here are some ways to 

save some $$ on your computer:

Buy software 
from 

TechSoup, 
not bundled 

with your new 
computer or at 

retail.

You don’t 
need a touch 

screen.
They add 

significant cost 
and are 

unnecessary 
for most work.

Avoid Macs. 
Windows 
computers 
generally 

cost 
hundreds 
less than 

comparable 
Macs.

You don’t 
need an

ultra high 
definition 
display.

1920x1080px 
(1080p) is 

sufficient for 
most everyday 

computing.

Avoid 
“2-in-1” or 
convertible 

laptops. 
They are less 
durable and 

cost more than 
their traditional 
counterparts.

You 
probably 

don’t need 
an optical 
disc drive.
If you show 
DVDs or use 

apps only 
available on 

disc, you may 
still need it.

You don’t 
need a 

fingerprint 
reader. 

Unless you’re 
literally a 

secret agent, 
their actual 
benefit for a 
basic work 
computer is 

dubious.
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