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 Lesson 1: INTRODUCTION TO KEYBOARD 

Specific Objectives: 

On completing this topic, the student should be able to do the following 

1. Define Keyboard 

2. List different types of keyboard 

3. State the importance of keyboard 

 

Meaning of Keyboard 

A keyboard is an input device that contains keys you press to enter data into the 

computer.  A keyboard is a typewriter-like device which uses an arrangement of keys 

or buttons to act as a mechanical or electronic switch which enables the user to input 

text into the computer. 

We have Desktop computer keyboards which have 101 to 105 keys and keyboards 

for smaller computer such as notebook computers that have fewer keys due to their 

size. 

  

A LABELLED DIAGRAM OF KEYBOARD 
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TYPES OF DESKTOP COMPUTER KEYBOARD 

1. Standard Keyboard 

2. Enhanced Keyboard 

 

1. STANDARD KEYBOARD 

A standard keyboard contains 10 functional keys which ranges from F1 to F10 

and are located vertically at the left-hand side of the keyboard. This us the 

traditional design produced long time ago. It is smaller in size and does not 

have some special keys. 

 

2. ENHANCED KEYBOARD 

It contains 12 function keys which ranges from F1 to F12 and are arranged 

horizontal at the topmost side of the keyboard. They have modernized designs, 

wider in size and lighter in weight. Standard keyboards have special keys. 

 

DIFFFERENCES BETWEEN ENHANCED KEYBOARD AND STANDARD 

KEYBOARD 

 STANDARD KEYBOARD ENHANCED 

KEYBOARD 

1.  It contains 10 functional keys It contains 12 functional 

keys 

2.  The functional keys are located vertically at 

the left-hand side 

The function keys are 

arranged horizontally at 

the topmost side of the 

keyboard  

3.  It is a traditional design It is a modern design 

4.  They are smaller in size and heavier They are wider and less 

heavy 

5.  Does not have some special keys It has special keys 
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USES OF KEYBOARD 

1. Keyboard is used for typewriting 

2. It is used for editing documents 

3. It could be used for shortcut like copy, paste, highlight, justify, undo, etc. 

4. Keyboard is used for Disk Operating system (DOS) command 

5. It is used for switching between programs 

IMPORTANCE OF KEYBOARD 

1. It is very important for typing document into the computer 

2. It is used for playing games 

3. It is used to access important programs quickly with shortcut 

4. It is used to navigate around your PC without needing a mouse 

5. It is  the most effective input device for letter and characters 

6. It is very important for learning typing skills 

7. It helps you to place your finger correctly for speed and accuracy 

 

GOOD SITTING POSTURE 

To have a good sitting posture at your computer while typing data means that your 

shoulders are relaxed, your feet are flat on the floor, straight back, wrist slightly 

above the table, etc. 

Good sitting posture includes: 

1. Sit – up tall 

2. Sit close to your keyboard 

3. Adjust the keyboard height 

4. Adjust the tilt of your keyboard 

5. Position your monitor properly and at arm-length away from the screen 

6. Position the source documents directly in front of you 

 

IMPORTANCE OF GOOD POSTURE DURING TYPING 

1. It makes you feel comfortable and relaxed while typing 

2. It reduces the back-muscle pain 

3. It makes your typing faster and easier 

4. It reduces neck pain 
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Evaluation 

1. Define keyboard 

2. List 2 types of keyboard 

3. State at least 3 importance of keyboard 

4. Mention 4 uses of keyboard 
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week 2:  CARE OF THE COMPUTER 

Definition of Computer 

Computer can be defined as an electronic machine/ device that accepts data as input, 

process the data and give out the output as information.  

It can also be defined as an electronic device or machine that is capable of accepting 

data, process the data, stores the data in its storage device and gives an output as 

information under the set of instructions called program. 

 

 

 

DIAGRAM OF COMPUTER system 
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Computer System 

This is a group of machines commonly called hardware that works together with 

programs called software and put together and put together by user called 

peopleware.  

 

CARE OF THE COMPUTER 

1. Turn off the computer when not in use:  It is necessary to turn off the computer 

when not in use to avoid system crash 

2. Protect your computer system by using a quality surge protector to protect it 

from voltage spikes 

3. Backup your files at least once a month: this will enable you retrieve the files 

in case your computer run into some problems 

4. Install a good antivirus software for defense against malware 

5. Keep food away from your computer to avoid the particles falling into your 

keyboard 

6. Kee your computer in a well-ventilated area 

7. Handle any removable drives with care 

8. Do not place heavy metals on top of your computer 

9. Keep your computer in a clean and dust-free room 

10. Do not pull the power cord out with force 
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Items Used to Take Care of The Computer 

There are various items required to take care of computer. they include the following: 

1. Dry soft cloth: this cleans out dirt very well especially liquids and dusts 

2. Distilled water/methylated spirit: this helps to clean of dirt that soft dry cloths 

alone could not clean 

3. Cotton bud 

4. A suitable cleaning fluid like isopropyl alcohol 

5. A can of compressed air or vacuum cleaners is very important to help free 

some particles that affect the functioning of the computer.  

6. A flat screwdriver 

 

RULES AND REGULATIONS OF COMPUTER ROOM 

1. Make sure that the computer laboratory chairs and tables are properly 

arranged. 

2. Arrange and connect the computer and their components in order 

3. Do not eat in the computer room  

4. Do not allow liquid substances or solid particles to fall or spill on the keyboard. 

5. Connect all the socket and wires at their appropriate place 

6. Report all problems related to the system to the teacher 

7. You are prohibited to play in the computer laboratory 

 

Evaluation 

1. Outline 6 steps to take in taking care of the computer 

2. Explain 5 out of the listed ones 

3. List 5 items required to take care of the computer 

4. State 5 rules and regulations of the computer laboratory 
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Week 3: CARE OF THE COMPUTER (continued) 

The ways of taking care of the computer are: 

1. Setting of the computer: the lab should be well arranged with good furniture 

and it should be large enough to avoid passerby having direct body contact 

2. Stabilsers / UPS: they are used to connect computer for the period specified 

on the UPS at the same time. 

3. Maintaining a dust-free environment: computer should be dusted and cleaned 

every day. 

4. Do not pull the power cord: forcing your power cord out from the power 

socket can cause the cord to break off. 

5. Be sure you plug all necessary devices into their proper slot 

6. Avoid placing materials such as books, irons, on top of your computer 

7. Make sure you handle and remove all removable devices with care like CD 

drives 

8. Develop a preventive maintenance schedule to prevent problems rather than 

fixing 

 

ITEMS USED TO SET-UP A COMPUTER ROOM 

This includes, 

1. Furniture 

2. Set of computers (laptop, notebook) 

3. Tiles 

4. Switch/hub/Router (for Networks) 

5. Printer and photocopying machine 

6. Scanner 

7. Stabilizer/UPS/ surge protector 

8. Extension/sockets 

9. Photocopying machine 

10. A well-ventilated room 
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ABUSE AND MISUSE OF COMPUTER 

1. Hacking: this is the act of gaining undue access to someone’s files and 

database without permission. 

2. Fraud: this is the use of computer and internet to steal from people without 

them knowing 

3. Virus threat: a computer virus is malicious software that disrupt the smooth 

running of the computer. When this happen, it will affect the whole work in 

your computer. 

4. Cybercrime: this an act of using deceptive and false identities on the internet 

to steal from people. 

5. Pornography: this is making use of the computer to watch some bad and 

immoral images like someone’s nakedness. 

 

Evaluation 

1. List 5 ways of taking care of the computer 

2. Explain 4 steps involved in taking care of the computer 

3. List 5 items required to set-up a computer room 

4. State and explain 3 ways of abusing and misusing computer and internet. 


