THE KEYBOARD AND ITS KEYS

The keyboard is a peripheral device that lets you talk to a computer.  You press the keys on the keyboard to tell the computer what to do.

The QWERTY keyboard is the name of the keyboard with which we are most familiar.  QWERTY are the letters on the top left of the keyboard.

There are 101 keys on the standard keyboard.  We are now going to learn about some of these keys.

Function Keys:
The function keys are a set of keys on the top row.  F1 is usually the key you press if you need help.  The use of the other function keys depends upon each individual software program that you are using.

F1
F2
F3
F4
F5
F6
F7
F8
F9
F10
F11
F12

Aside from the letter and number keys, there are some other keys you will need to know about.

Enter Key:
When you are typing, the enter key is used to tell the computer to start a new line.  It also tells the computer to carry out commands when working with a software programs.  A command is an instruction that you give to a computer.

Escape Key:
This key is used to exit a screen or a program.

Tab Key:
Use this key to indent your paragraph.

Caps Lock:
When you press this key, all your letters will be typed in capital letters.
Backspace:
Use this key to back up and erase words you have already typed.

Numeric Lock:
When pressed, this key allows you to use the numbers on the right side of the keyboard just like you are using a calculator.

Number Lock:
+ add

- subtract
/ divide
x multiply

Page Up:
Use this key to move the cursor up one page or screen.

Page Down:
Use this key to move the cursor down one page or screen.

Insert:
Use this key to insert a word, sentence, or paragraph.

Delete:
Use this key to erase anything at the current cursor location.

Arrow Keys:
These four keys are known as the arrow keys.  They move the cursor around on the screen.  A cursor is a blinking box or line that is a place marker on the screen.

Control and Alt:
These keys do not work on thier own.  They must be used with another key.  The commands they make depend upon the software program you are using.  For example:


Ctrl + U = Underline

Ctrl + B = Bold

Home:
Use this key to move the cursor to the left side of the screen.


(Ctrl + Home = beginning of the document)

End:
Use this key to move the cursor to the right side of the screen.


(Ctrl + End = end of the document)

Spacebar:
Press this key to put a space between the words that you type.  Can you imagine what it would be like to read a book without any spaces between the words?

THE KEYBOARD AND ITS KEYS QUESTIONS:

Activity- Fill in the blanks in the following sentences using terms from above.

1.
The ________________ key puts you on a new line.

2.
Press _______________ to capitalize all letters.

3.
_______________ and ____________ keys are the keyboard shortcut for Bold.

4.
_______________ erases objects at the cursors current location.

5.
_______________ key is the function key for the Help menu.

6.
_______________ key moves the cursor to the left side of the screen.

7.
_______________ and ____________ keys move the cursor to the end of the document.

8.
_______________ key moves the cursor to the right side of the screen.

9.
_______________ key allows you to use the keypad at the right side of the keyboard.

10.
_______________ and ____________ keys move the cursor to the beginning of the document.

11.
_______________ key erases already typed words.

