ICT Skills for Life Entry Level 1 – Find and Use Special Keys Instructional

The KEYBOARD is made up of keys
Some of the keys do special things
After completing these exercises you should:

· be able to find some of the special keys on the keyboard

· understand what the special keys do

· know how to use the special keys properly
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Exercise 1: The Enter Key
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Exercise 2: The Backspace Key
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Exercise 3: The Spacebar Key
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Exercise 4: Using Shift Keys for Capital Letters
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Exercise 5: Using Shift Keys for Punctuation
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
Exercise 1:
The Enter Key

1 Open a word processor application.

2 Find the Enter key on your keyboard and press it.  

3 You will see that the cursor moves down the screen a little.  You have made a fresh blank line.

4 Key in the word plum and then press Enter.
5 On the next line key in apple and then press Enter.
6 Continue typing to make a list that looks like this.
plum

apple

lime

banana

grapefruit
7 Make two blank lines below the word grapefruit by pressing Enter key twice.
8 Now type in this list:

labrador

terrier

poodle

greyhound

bloodhound

Tip:  if you press the Enter key too many times and get too many blank lines, you can use the backspace key to take them out again.


Exercise 2:
The Backspace Key

1 Make sure you know where the Backspace and Enter keys are on your keyboard.
2 Type the word rubbish.


Now Erase it all by pressing the backspace key.
3 Type the word excellent.

Carefully erase the end of the word to leave the word excel. Press Enter.
4 Key in the word instruction.

Carefully erase the end of the word to leave the word instruct. Press Enter.
5 Key in the word supermarket. 

Carefully erase the end of the word to leave the word super.
6 Now continue typing sonic to create the word supersonic. Press Enter 3 times.
7 Ask your tutor to check your work so far.
Scrolling

The screen is a different shape to a page of paper.  When you use a word processor you can’t always see everything you have typed out.   

As you type more you will begin to fill the page. You will notice that can’t see some of the things that you typed at first. Don’t worry! They are still on there! You just can’t see them at the moment. The computer SCROLLS down the page as you type to show only a part of the page. 


Exercise 3:
The Spacebar Key
1 Find the Spacebar key on your keyboard and press it a few times.  You will find that your flashing text cursor moves along the line as you insert spaces.

2 Remove the spaces you made by pressing the backspace key until the cursor is back at the left edge. Be careful not to go too far.
3 Type in the words below. 

Use the Spacebar key to make the spaces between the words.  
Use the Enter key to move down to a fresh line

pressing keys is lots of fun

the letters come up one by one

you print the page out when it's done

and let the ink dry in the sun

soon my time begins to race

with every word and every space

and if an error goes in place

we take it out without a trace


4 Put 2 clear lines at the end by pressing the Enter Key twice.

Exercise 4:
Using Shift Keys for Capital Letters

1. Find both the Shift keys on your keyboard. There is one for each hand. You can use either of them (not both together!)

2. Hold down a shift key and tap the A key

It should show on the screen as a capital letter A

Let go of the shift key and press the A key again


This time a small letter a appears. On the screen you should now see Aa
Tip 
If a small letter appears when you expected a capital letter then you probably have the Caps Lock switched on. Make sure you have switched it off before you proceed with this exercise!

3 Type the following addresses using a Shift Key to make the capital letters. 

Mr Joseph Bluebottle

42 Funny Street

Hahahaville

Kent

LX1 2BS

Mrs Fanny Adams

115a Upstairs Flat

Little Up Downingham

Lancashire

M25 8WB

4 Press the Enter key twice

Exercise 5:
Using Shift Keys for Punctuation

You also hold down the Shift Key when you want to use a symbol which is written on the top part of a key 
For example:

  !      "           £         $         %          ^          &          *          (            )          _         +


Here are some useful keys which are difficult to find.  Try them with and without the shift key: 



With shift held down:  :     @
(this is called "at")







Not using shift:        ;      ' (this is an apostrophe as in can't)

1 Now type the following sentences. Use the Backspace key if you make a mistake and use the Enter key to start new lines. 
I sent an e-mail to Bodger at the Bird i'th Hand pub at 4 o'clock.

What did it say?

It said "You *!*!*!*!* idiot! You dented my car! You owe me £250"

What did Bodger reply?

He said he only dented 5% of it (more or less).

His e-mail address is bodger_burton@freeserve.co.uk 

2 Check you have typed everything correctly then ask your tutor to help you print out your work.




Caps Lock

















Shift key


(for left hand)





Backspace key





Enter key


(sometimes people call it Return key)





Spacebar





Shift key 


(for right hand)





Tip:


Don't worry if the lines automatically get capital letters put on the first word!





This is just your computer's way of being helpful.
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