Chapter 6 - The Keyboard
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Fig. 6.1

The keyboard gives commands or instructions ta@tmputer. These commands may be

as simple as typing the letter “a” or insertingaaggraph in a letter or as complicated as
rendering a photograph as an oil painting.

First impressions of the keyboard may cause e litthfusion but broken down it is
relatively simple. (Fig. 6.1)

Fig. 6.2

The QWERTY keys

The basic unit is the old QWERTY keyboard (Fig.)@®the typewriter to which various
keys have been added. The letters and numbers iretitral section of the keyboard act
in the same way as the typewriter except that h€aps key is now called Shift. To
capitalise a letter you must hold the Shift key damhile hitting the letter key and

instead of manually pulling across the lever totstanew line there is the Entiesy
(sometimes called the Return key) .



The Enter Key:

This is the most important key on the keyboardat,tbesides
creating a new line of type, it activates almokkayboard
commands.

The simplest use of the key is to create a newkdiae while
creating a word-processing document. Hitting theg &wvice creates
a new paragraph.

However it is far more frequently used in everygream to confirm a selected or default
command. “What on earth is he talking about now?&dr you ask. It is more easily
explained once we begin using a computer prograweashall see in the Word-
Processing section (Chapter 11) but, in the meantiet me give you two examples —

Microsoft Word

! "_\ Do wou want to save the changes vou made to "Computing For Grannies - Full*?

Yes Mo Cancel

Fig. 6.3

The first (Fig. 6.3) shows a “default” command e tives” option shows harder edges
than those surrounding the “No” and “Cancel” al&ives. Thus the Yes option is known
as the “default” option and by hitting the Entey kbe computer will carry out the
command of Saving the changes.

Fig. 6.4

The second (Fig. 6.4) demonstrates a selected cathfram a drop-down menu. The
Save As option is highlighted or “selected” anditit the Enter key will complete the
command process



The Tab Key:

As on a typewriter the Tab key tabulates columnmbying the entry
point of typing a set distance to the right - athiem example below —

Jan Feb Mar Aprii May June July Aug Sept
Oct  Nov
£10 £25 £15 £27 £12 £7 £45 £32 £16 £29 £56

But a computer finds further uses for this keywasshall see later.

The Delete Key:

The use of this key might appear obvious — it reesahings from the
screen - but it can have a few tricks up its sle&tés key, together with
the Backspace key, is often placed in differenasua the keyboard but
it is usually found somewhere in the upper righadpant of the
keyboard.

The Backspace Key:

This is another relic of the typewriting era buttbhe computer it

fulfils a slightly different function. While it dtitakes the typing

point back one space it also deletes the lettdradeft. This key

can vary in position on the keyboard but is usutiynd in the
upper right quadrant of the keyboard.

There will be discussing the use of these two keelete and Backspace - in the Word
Processing chapter

The Function Keys:

These run across the top of the keyboard from FLfh There is no need to understand
the varying uses of these keys at this stage excepéntion that most computer
programs use the F1 key as a Help ‘key’ when yeuwsarck for an answer. There will be
more of this in the Help chapter.

The Modifying Keys:

These keys do nothing on their own but, used ifjucation with others keys, modify the
action of those keys.

The Shift Key:

On the old typewriters we held down the Caps keifevh
hitting another letter to capitalise it. The comgyuteyboard
does the same thing — except that the Caps Keylsdwas



renamed the Shift key. To type a capital “A” yomply hold down the Shift key and hit
the “a” key or, to type the ampersand characterh@y down Shift and hit the “7” key.
Capital letters and symbols above the numbersraveik as upper case characters. There
are two Shift keys one on each side of the matarlé&eys. They have identical actions.

The Shift key is also used in many programs toeissparticular command but we will
come to those later.

The Caps Lock key:

Why the manufacturers maintain the title of the £hpck key
instead of Shift Lock is quite beyond me! Presshig key locks
the keyboard into upper case so that all lettezdyipecome
capitalised. There is normally an indicator lighttbe keyboard
that comes on when this key is activated. Bewathistkey — it
lies just above the Shift key and can be hit actley when using the Shift key
converting all your typing into upper case lett€2aps Lock doesot convert the number
keys to their upper case symbols — you still havase the Shift key to achieve this.

The Ctrl Key:

No, this is not a misspelling. Ctrl is keyboard-apéor Control which

is another modifying key used in many programssoié commands.

For instance in most word-processing programs hgldown the Ctrl

key while hitting the “A” key — normally written &€trI>A" — will

select all the text in a document. Ctrl>Z usuadlyarses the last
command given. Don’t worry about remembering th@sabinations — it is the principle
we are trying to establish at this stage. TherevaneCtrl keys to the left and right of the
keyboard. Once again they have identical actions.

The Alt Key:

This is very similar to the Ctrl key being useddsue keyboard commands.

All three keys can also be used in combination wibh other — such as CtrI>Shift>Tab -
to give well over 300 different command combinasi@o, as | said, dot try and
memorise any of the examples at this stage — y@prabably having enough difficulty
identifying the apostrophe key! (It is under thek@ to the right of the colons key if you
are still searching.)

The Esc Key:

The Esc (short for Escape) key is found at thehaiftd end of the
Function keys. It can be looked upon as a “gepbidil free” key —
sometimes. If you have initiated a computer protiessis running
away with itself, pressing Esc will often bring thcess to an
abrupt halt with sighs of relief all round. It wilbt stop the



computer only the runaway process. It is not a vdea to rely too heavily on this key
functioning in the way you would expect.

The Numeric Keypad:

This is found at the right hand end of the keyboltdny
people find it easier to enter numbers using teiglad
rather than those along the top of the keyboardasiby
when doing calculations. The normal (default) sgtfor
this keypad is Numeric although it can be usedatdgate
around the screen if the Num Lock key is presseeinwh
the Num Lock indicator light will go out.

The Navigation Keys:

These are the arrow keys, Page Up, Page Down, ldath&nd keys.
They are used to move (or navigate) the cursoobjacts around the
screen and are of little interest to us at the nmame

That is quite enough for you to assimilate aboatkéyboard for now so | suggest you go
and make yourself a strong cup of tea before moemtp the use of the mouse.



Exercise in trying to break the computer:

Place the palm of one hand on the keys of the lagband press down. Did anything
happen? Do it again — and again. Now use both h&uwlsn try and break it! You may
be lucky, or unlucky, depending on how you look atand something appears on the
screen. It is probably something called a menurgbthe Esc key at the top right corner
of the keyboard and press it once. The genie ik ivethe bottle.

Revision:

There may be more than one answer to a question.

Question 1 — If you have the Caps Lock light on gow press the “7” key along the top
of the keyboard what character will appear on tireen?

1. 7

2. &

3. Nothing

Question 2 — How would you enter an apostrophe?
1. Press the key one from the right of the end oftiddle row of keys (@).
2. Hold down the Alt key and press the comma key.
3. Hold down the Shift key and press the very left-hand keyehtimber key
line.

Question 3 — What usually happens when you press the F1 key?
1. You clear the screen
2. You close the program you are working on
3. The computer plays the sound of cars revving their engines
4. You get a Help screen

Question 4 — What happens if you press Alt and Shift egdhee time?
1. All typing will turn to capitals
2. Nothing
3. You will get an error message
4. The computer will go into ‘sleep’ mode

Question 5 — What happens if you press the Start button?
1. Nothing
2. The screen will shut down
3. It will open the last program you were using
4. The Start menu will be displayed

Question 6 - If you are using a word processing program and ges fhre “A” key
while holding down the Ctrl key, what will you see?

1. All the text on the screen will be highlighted

2. The pointer will go to the first word beginning with A

3. The printer will be activated

4. You work will be saved to the floppy disc in Drive A



Question 7 — How would you type the plus sign (+)?
1. Use the + key on the number pad
2. Hold down the Alt key and type “plus”
3. Press the equals key (=) while holding down a Shift key
4. Press the equals key (=) while holding down the longer Shifokehe right
side of the keyboard

Answers:

Question 1 4 — The Caps Lock does not activate the upper case charactiees of
numeric keys. You must use the Caps key to do this.

Question 2 4

Question 34

Question 4 2 They are modifying keys and must be used with a standard key
Question 5 -4

Question 6 4 This will be fully explained in the Word processing chapter
Question 7 4,3 and 4There is no difference in the actions of the two Caps key



