
Using the Keyboard

1. This is a typical keyboard. (Alternatives are available).

It has lights to indicate Numbers or Capitals locked.
It has sets of Alphabetical keys (A to Z), 
Number keys (0 to 9), Function keys (F1 to F12) and 
Special keys such as:-
Alt, Insert, Space bar (unlabelled), Ctrl, Num Lock, Delete, 
Page Down, Tab, End, Page Up, Enter, Print Screen, Esc, 
Shift, Windows, Home, Caps Lock, Backspace

To activate a key on its own a short press is all that is 
needed. If this is difficult then adjust the keyboard using the 
Accessibility Options found in the Control Panel.
Many keys have more than one function which can be 
initiated by pressing another key at the same time.

2. The Alphabetical keys are in a 'QWERTY' arrangement, so 
named by the top left set of keys, ie as on a typewriter. 
There are usually two spots marked on the 'F' and 'J' keys 
showing where to put the index fingers.
For capital letters (upper case) hold both the Shift key and 
the letter key down together. Alternatively, press the Caps 
Lock key (light indicates) and then type the letter 
keys. Press the Caps Lock key again (light goes off) to 
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return to lower case letters.

3. The Number keys are in two places. One set is in the second 
row, ie above the Alphabetical keys, which would normally be 
used whilst typing text. The other set is on the right as a 
Number keypad. When the Num Lock key is pressed (light 
illuminates) these work as numbers and would normally be 
used for calculation along with the Arithmetic keys:
divide /, multiply *, subtract -, add +.
When the Num Lock key is pressed again (light goes out) the 
keys work in their movement modes.

4. Function keys along the top of the keyboard are used for 
special functions. Some are common to Windows programs 
and others are specific to different applications.

5. Special keys have various functions either on their own or 
in combination with other keys eg pressing the Windows 
key shows the Start Menu.

6. Short cuts. Some of the more common short cuts are (with 
both keys held down together):

Ctrl X = Cut (ie remove the highlighted text or item and 
put it into the clipboard, a temporary store, for use later)
Ctrl C = Copy (ie take a copy of the highlighted text or 
item and put it into the clipboard for use later)
Ctrl V  = Paste the text or item in the clipboard onto 
where the cursor is
Ctrl B = Make the highlighted text Bold
Ctrl S = Save the file, Ctrl Z = Undo the last change
For more short cuts refer to AbilityNet Factsheet 'Keyboard 
Shortcuts in Windows'
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