
 

Computer Basics – The 101 Keyboard 

  
Overview This part is about  

• what the different keys on the keyboard do. 
• how to use the keyboard to give commands in WordPad. 

  
The 101 
keyboard 

Like the mouse, the keyboard is another part of the user interface that allows 
you to give commands to the computer. While the mouse is used for 
navigation and drawing, the keyboard is used for inputting number and letter 
data. In addition, the keyboard can also be used for navigation.  

  
Opening 
WordPad 

WordPad is a simple program that is used to create text documents like letters 
and reports. To open WordPad from the Windows desktop, follow this 
procedure:  

 
Step Action Reference 

1 Click Start button.  
2 After the Start menu 

appears, point to Programs. 

 
3 After the Programs 

submenu appears, point to 
Accessories. 
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4 After the Accessories 
submenu appears, point to 
WordPad. 

 
3 Click WordPad. 

 

  
The WordPad 
window 

The WordPad window displays a space to create a document such as a letter 
or a report, tools for changing the appearance of the document and Wordpad 
Help to teach you how to use the program.  
 

 WordPad 
HelpToolbar 

Format Bar

Cursor

Ruler

  
The 101 
keyboard 
layout 

The keys on the 101 keyboard are used to input text and numbers as well as 
navigate within a program.  
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The 
alphanumeric 
section 

The alphanumeric section of the keyboard has keys for inputting letters and 
numbers as well as several special keys for giving the computer commands. 
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The Numeric 
Keypad and 
related keys 
section 

The Numeric Keypad section has keys for inputting numbers as well as 
navigating within a program. Other keys in this section are also used to 
navigate within a program. 
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