Computer Basics — The 101 Keyboard

Overview

The 101
keyboard

Opening
WordPad

This part is about
e what the different keys on the keyboard do.
e how to use the keyboard to give commands in WordPad.

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.

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. start|
2 After the Start menu Pt

Mew Office Document

appears, point to Programs.

Open Office Document

% Windows Update
g WfinZiy
# o ms

N (5 Accessories »
[} Acrabat Reader 5.0
» @& Internet Explorer

Microsoft PowerPoint
Microsoft Word

5 Outlook Express

(3 Fulshares »

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 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.
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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 Escape Key! Sormetirmes used to
escape from a routine that a program
iz parforming. Also used in
combination with otherkeys to zend a
carnrnand o the cornputer,

A Funchion Key: Function keys
are used to send a cormrnand to

The Print Screen Key: Used to "take a
picture” of whatever is on the screen at

the computer to performn a task, the rmornent.

Their putpose depends on the
programn,
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The Number Lock Key: Switches
the Keypad keys frorn being used
as nurnbars 1o being used for
riawigation,
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An Arrow Key: Arrow
The 101 Keyb(:!a rd keys are uzed to move the
cursor around on the page.
The The alphanumeric section of the keyboard has keys for inputting letters and
alphanumeric  numbers as well as several special keys for giving the computer commands.
section
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The Chd Key: The Ctrlkey stands for "Contral." This
key iz used in combination with other keys to perfarm
spacific tasks, often called shortcuts, One exarmple is
"CTRL4P." Programs often autornatically print the
document that is on the screen if vou push the Chrl
key and the "P" key at the zarme time.

Tab: Simnilar to 3 typewriter, the Tab key will insart
indentation into a docurnent, It also jurnps from
baox to box when entering a forn online, or in
Wiindaw s,
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The Alt Key: The ALT key stands for
"alternate." When vou push thiz key in
windaws, the asrsar moves to the meru bar
at the top of the screen. I¥'s the zarme as
clicking your rmouse on the "File" Menu
abowe. From there you can use the arrow
keys to select menu options. This is useful i
you don't like switching betwean your riouse
and keyboard often, Press "ARK" again to
rrave the cursar back off of the mmenu bar,
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The Backspace
Key: This key
erases the character
directly to the j=t of
vour cursor, If you
have textar
graphics that are
highlighted, thoze
are erazed by
pushing thiz key as
well,

Enter: The Enter key works very
rruch like the "Return” key on a
typewriter, However, do MOT press
enter aftar every line when you
are typing a dourment, Windows
krows when you are reading the
end of a line, and will
autornatically go to the next line,
Preszing enter alsa usually agrees
to a question that Windows asks
wou, similar to pressing an "oR"
button, or a "ras" button.

The Shift Key: Used exady the zare a5 2
typewriter in Windows, Makes capital letters and
allows you to use syrnbols sudh as @#3%. The Shift
Key can alsa be used to highlight text, like you would
do with your mouse, Hold dawn the shiftkey (don't
releaze it], and mowe vour aursor with the arraw keys
to highlight text this way,

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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Num Lock: If you look at your
Murneric Keypad (that group of keys
to the right with all the nurnbers on
it], vou'll see that there are arrows
and wards under the nurnbers, When
Murnber Lock is turned an, you can
usze those keys to enter numbers
[instead of using the row right abowe
the letber keys), Whean Nurm Lodk is
turned off, you can use the arrows
and cormnrands printed below the
nurmbers,

Insert: The insertkay switches
between the Insert Mode, and
the Cwerwrite Mode, The Inzert
Mode will inzert taxt where the
cursor iz when you type, Faor
example, if you type the phrase
"windows is Fun," then rmowve
your cursor between "is" and
"Fun" and type "REALLY the
result will be "windows is REALLY
Fun" In contrast, Duerwrite
Mode sirnply writes aver anything
in its path, If Overwrite Mode had
been onin the last exampla, the
word "Fun" would have baen
written owar by "REALLY,” making
the sentence read "Windows is
REALLY"

Delete: This key /

arazes the characker Maowes cursar -
directly to the right up one line, T | ! |
of your cursor, If ==
you have textor Mowas cursor --"\ J | ” |
graphics that are left one space.
highlighted, those
are erazed by
pushing this key as
well,
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End: The End
key iz often

used to rmaove
wour cursor to

the end of a
line,

Moves cursor
down one line,

Mowves cursor
right one space.
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Home: The Horne key
iz usually used to
rMowve Your cursor to
the beginning of a line,

Pg Up : The Page Up
key usually moves
the cursor up one
"screen-length.”

Pg Dn : The
Page Down
key usually
roves the
cursar down
one "screen-
length."
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