Keyboard Class


Before class:

· Log on computers

· Load keyboard practice file on each computer.

What is a Keyboard?
The keyboard allows you to type just like a typewriter. You can also use the keyboard to move around on the Internet. We’ll practice both today. 


Exercise 1: Editing text
Open Document: 
Double click to open Keyboarding document on your desktop. (if doc isn’t already on desktop, open it before class starts). Hide your mice behind your computer, you won’t need them.

Instructions:
We’re going to go through this paragraph by paragraph – do not skip ahead.
The Cursor

What is the blinky line? How do I move it? Does everyone see the blinking line on your screen? That blinking line is called the cursor. Wherever you see that line, it means you can type.

Cursor control Keys

There are several keys that let you move the cursor. They never change anything on your screen, only move the cursor around. The arrow keys, home and end all move the cursor. 
Tap the left/right/up/down arrow keys – see what the cursor does.

What do the red and green lines mean?

Those wer the days. Computer program indicates possible grammar/spelling error.
Arrow Keys – paragraph 1
Practice moving your cursor, by fixing the mistakes in the first paragraph:

The quick brown fx jumped ovr the lzy dog. But the dog realy isn’t lazy. He was brn in 1901, so he’s old. Back wen he was a littl pupy, he could have out run the fox. Those wer the days. 
Page Up / Page Down

Tap the Page Up / Page Down keys – see how we move from page to page.

Space Bar – paragraph 2 (page 2)
The space bar inserts a space between letters. Fix the mistakes in the second paragraph using the arrow keys and space bar.
Little Bo Peep sat on a log eatng a Hershey bar. Downcame asquirrel andranup beside her and took thecandy awy. 
Delete / Backspace & Home / End  – paragraph 3
Tap the Home key – see the cursor move to the front of the line.

Tap the End key – see the cursor move to the end of the line.

Delete and backspace are the two keys that let you erase things. The arrow keys never erase words – delete and backspace are the only keys that act like an eraser. 

First, practice using backspace to erase extraneous letters. Delete is the other key that will erase characters to the right of the cursor. It is a good idea to practice with Backspace first, then add Delete once you have mastered it – trying to learn both at the same time is confusing and unnecessary.
The the the little engine tried to ogooooo up the hiihill but didn’t haveve 

enough steam to make it. Then a BIG engine came along and told the littttle engine he could make it. He said, “Go little engine, go.” 
Fixing Tab mistakes & Shift & Enter/Return – paragraph 4

Tab is the key that lets you make a nice indent at the front of a paragraph. If you hit the tab key too much, you will move your whole paragraph. 

Ask: What key can I use to fix the mistake? (backspace)

Use the shift+letter  to capitalize the first word of each sentence. 
Use enter to move “the dog dreamed…” to a new line.

twinkle, twinkle, little star. how I wonder what you are. the dog dreamed of the days when he ran on the cross country track team. 
Copy and Paste Keyboard Shortcuts
Like Shift, CTRL, ALT and Window keys do nothing by themselves. 

“Shifty Keys” offer separate functions for other keys.

Shift + (arrow keys) – highlights words – means computer looking at those.

Ctrl + X to cut last sentence.

Move cursor where you want sentence – at the end of paragraph one.

Ctrl + V to paste last sentence at the end of the first paragraph.
8. Undo Shortcut

Ctrl + A to erase entire exercise
Ctrl + Z to undo
9. Numeric keypad & CAPS Lock
Use keypad to type numbers. If they do not show up, press Num Lock. 

CAPS Lock – if all your letters are in CAPS, press caps lock.

10. Windows Shortcuts

F1 to see Help Menu. CTRL + F1 to close Help Menu

Windows key + M to minimize window

Arrow keys & Enter to open form
End of Class

Windows Key: Brings up the Start Menu. Press again to close menu.

(Press Windows Key and shut down computer.)

