PERSONAL COMPUTERS
KEYBOARD SHKILLS



KEYBOARD SKILLS

Start Word Pad

Type Using The Keyboard
Correct A Typing Error

Type Capital Letters

Make A New Line

Type Various Special Characters
Move The Cursor

Start A New Text

Stop Word Pad



STARTING WORDPAD

Click On Start
oint To All Programs
oint To

ACcessaries

Click On
A wordPad
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Microsoft Update
Set Program Access and Defaults

Windows Catalog
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Administrative Tools
Ancestry com Products
APC

Avery Dennison

ChA

Canon PhotoRecord
Canon Utilities
Coupons

Dell Prinkers

EPSCM

EPSOM PhaotoStarter
EPSOM Scan

Family Tree Maker \ersion 16

FutureDial

Google Earth

Google Updater

iTunes

LightScribe Direct: Disc Labeling
Logitech

Microsoft Digital Image Pro 10
Microsoft Office

Micrasoft SGL Server 2005
Muiltmedia keyboard utilicy 1.3
MWIDIA Corporation
OpenOffice.org 2.4

QuickTime:

RegCure

Roxio Easy Media Creator 10
Skeype

SoundMAx

Startup

‘Western Digital - Data Lifeguard Tools
Windows Live

Adobe Reader &

Apple Software Update

Belarc Advisor

Internet Explorer

Micrasoft ActiveSync
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M3M
Qutlook Express

Remote Assistance
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Accessibility 3
Cormunications »
Entertainment 4
System Tools »
Address Book

Calculator

Command Prompt

Motepad

Paint

Program Compatibility Wizard
Remote Deskkop Connection
Synchronize

Tour Windaws xP

‘Wwindows Explorer

Scanner and Camera Wizard




© 2008 - Mike Moseley g

WORDPAD OPENING WINDOW

Text You Type W||| & Document - WordPad
File Edit WYiew Insert Format Help
Appear In White Box NEd &R P
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White Box Is Like |
Blank Sheet Of Paper '

At Top Left, See
Short Blinking
Line - This Is
The Cursor




THE KEYBOARD

Additional Keys For PC Use
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START TYPING

File Edit Wiew Insert Format Help
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Type:
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this is a first line

Press the “0”
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Please Do Not Use Liquid

Paper Or Correction Tape
On Your Monitor

Note: Backspace
Key Is A Repeat Key

File Edit Wiew Insert Format Help

DEzE & #

A|SO. DOI’]’t PreSS |-"1"-ria| v||'|IZI v||Western v B 7 U B |%|§ = =
Too Long!! R R e e NEER Y C
this is a first lineg]

IF::ur Help, press F1
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CAPITAL LETTERS, NEXT LINE, NEW LINE

Type Using Shift Key To Capitalize Where Necessary:
This line is about Amsterdam, the capital of Holland. Each year, a large number
of tourists from all over the world visit Amsterdam.

Text Wraps = Docume srdPad =
Automatlca”y File Edit Miew Insert Format Help
NEEH SR # B o O

Arial w | (100 s |Westen « B 7S U é@l |

enl | D

Press Enter
To Start New Line S R R S R e

N

thiz is a first lineThis line is about Amsterdarmn, the capital of Holland, Each Year, a large number of
tourists from all over the world visit Amsterdam.

Type: Thisis a newline. 1 7 . @ +
This Is A New Line.

For Help, press F1 FLIN

Type:!l' ?2 : @ +




CURSOR KEYS

Four Special Cursor
Keys - Cursor Left,
Right, Up, And Down

Cursor Is Blinking

After The +
Press Up Key = Document - Wor dPad -
Three TlmeS File Edit Wiew Insert Formak Help

NEE SR # @ < B
Cursor Moves Arial s (100 s |Western “ B S 0O ‘E@ E= = =
To Top Line N O O N B I R N
PreSS nght Key IELSrii;Saf?.;i; l;T|E|;||—-.I.-h;rStlfzr;E-.l.:.zr?.jhEiititﬁlﬂ\mﬁ?;?;?j;nn;_the capital of Holland. Each Year, a large number of
Untll Cursor Moves This is a new line. 1 7 @ & +|
To The Second Line

For Help, press F1 FLIN




BEGINNING AND END OF TEXT

Press Left Key
Until Cursor At
Beginning Of Top Line

S : ordPad [ |
File Edit “ew Insert Format  Help
Press Down Key NEE SR # B o B
Until Cursor On Aiiel v 10 ] [westem v Bru @z =
Bottom Line R R T ey

this is a first lineThis line is about Amsterdam, the capital of Halland. Each Year, a large number of
tourists from all over the world visit Amsterdam.

PreSS nght Key This iz a new line. 1 2 © @ + are special characters
Until Cursor At |
End Of Last Line PN —

Type: are special characters




CORRECTING MISTAKES

Use Left Key
To Move Cursor
In Front Of @

Erase! ? And :

Use Up and Left
Key To Move
Cursor Behind
Very First Letter t

Erase t With [

Type Capital T

el

File Edit Wew Insert Farmat Help

DEH SE # B o &

Arial s (100 s |Western | B S 0O ‘@ |

on

L T T I T T A I B

N

This is a first lineThis line is about Amsterdarmn, the capital of Holland. Each Year, a large number of
taurists fram all aver the world visit Amsterdam.
Thig iz a new line. & + are special characters

For Help, press F1 LM

Using Down and Right Keys, Move Cursor To Beginning Of Fourth Line

5] To Remove The Empty Line




MAKING JUMPS

Home And End Keys

Home Moves Cursor
To Beginning Of Line

End Moves Cursor
To End Of Line

il

File Edit Wiew Insert Format Help
EeE & # @« By
Press End Aial v [10 +| [westem v B u @ |EEE =
E---u---1---u---2---u---3---|---4---|---5- N
PreSS Home This is a first lineThis line is about Amsterdam, the capital of Holland. Each Year, a large number of

tourists from all over the world visit Amsterdam.
This is & new line. & + are special characters

Press End Again

For Help, press F1 FLIM
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STARTING A NEW TEXT

el

Click On File R

Edit  Wiew Insert

Format  Help

L]
Mew, .. k4R =

pen. .. Chrl4+0 h B B .
Save Chrl4+3 E |1IZI v| |Western v B S U B |§|§ = =

1 5 Bs... ; —

Click On New — 1

Print. .. Ckrl+P
Prink Preview

x wotld visit Amsterdam.

e is about Amsterdam, the capital of Holland. Each Year, a large number of
Page Setup... }
+ are special characters

Rich Text Document e Docurert . Wordbag
Is What You Want

LM

Mew document bype:
|.~'l'-.rial v| Hich Text Document |§|§ £ =
Text Documept —
§|1 ¥ ext Liocument Cancel - A

J This is a first lineThis line i Year, a large number of
CI|Ck On OK r tourists from all over the wi
This is a new line. @ + 4

IFDI’ Help, press F1 LI

13



STARTING A NEW TEXT - CON'T

Do Not Save
Changes

Click On No=—

il

File Edit Wiew Insert Formak Help

New, Empty Frame
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! Save changes to Document?
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tourists from all ov —— " ] [ r—
This is a new ling. @ + and ledSio. Ho ance
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For Help, press F1

Close WordPad =—

Click On No

L] "_n., Save changes to Document?
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Rl ] [ Cancel

For Help, press F1

LM

i




EXERCISE - TYPING A TEXT

Start WordPad

Type The Following Text:
Canberra is the capital of Australia.

Canberra is exactly halfway between Sydney and Melbourne, two other large cities.
Move The Cursor To The End Of The First Line

Make A New Empty Line

Type: Most people think that Sydney is the capital.

Move The Cursor To The End
Of Last Line Of Text

Type: For a long time, people
argued about whether Sydney or
Melbourne should be the capital.
They finally decided to pick the
city in between the two.

In Last Sentence: Erase the and type a

Move the Cursor To The Beginning
Of The Line

Move the Cursor To The End Of The Line

2

m
File Edit Miew Insert Format Help
DeE &k # @« Gy
Arial w10 s | Western v B /S U é@ |§|§ = =
L T T T L T T T R B 1
Canberra is the capital of Australia.
Canberra is exactly halfway between Sydney and Melbourne, twao other large cities.
blost people think that Sydney is the capital. For a long time, people argued about whether
Sydney or Melbourne should be the capital.
They finally decided to pick a city in between the tho.
For Help, press F1 LM

Start A New Text And Don’t Save The Changes

Close WordPad



EXERCISE - CORRECTIONS

Start WordPad
Maximize The WordPad Window

Type The Following As Shown:

Many people drink tea in the us. It is not as important hear as in other contries
where a ceremony is made of drinkingtee, like in japan. They pay much closer
attention to the qality of the te. Other exampels of these countries are china and

Ingland.

Correct The Following Mistakes:

Many people drink tea in the US. It is not as important here as in other countries
where a ceremony is made of drinking tea, like in Japan. They pay much closer
attention to the quality of the tea. Other examples of these countries are China and

England.
Start A New Text And Don’t Save The Changes

Close WordPad




NEEDED FOR NEXT CLASS

Needed For Folders, Documents, Files And
Backup

USB Memory Stick

Can Buy Almost Anywhere

Best Buy
CVS Pharmacy
Sam’s Club / Wal-Mart

Approximately $15 - $20 For 2 Gig Stick
Any Size Will Work



