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SHIFT KEY:


Same as Shift Key on left of keyboard. 





CURSOR KEYS (OR ARROW KEYS):


Press to move flashing cursor up, down, left & right within typed text.





ENTER KEY:


Move the cursor down a line when you want to start a new paragraph.

















IMPORTANT KEYS ON THE KEYBOARD





CAPS LOCK KEY:


Press to “lock” capital letters to on when typing a TITLE.  Press again to type in small letters again





SPACE BAR:


Press to insert space.  


Type a word, or punctuation, THEN space.  You can put 2 spaces after a full stop. 





SHIFT KEY:


Hold down and tap an alphabetical key to type a capital letter. Also used to type symbols shown on top of keys.  (!,£,$,%,&,@,? etc)











Escape Key:


 Cancel things that appear on screen when you make a mistake. Cancel extra things that appear on screen that you didn’t ask for like popup windows.





BACK SPACE KEY:


Press to erase characters on LEFT of flashing cursor.  (Characters include letters, numbers, symbols and SPACES)












