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PARTS OF THE COMPUTER KEYBOARD 

The keyboard is divided into 7 parts namely: 

1. Function keys 

2. Numeric keys 

3. Arrow keys 

4. Special keys  

5. Alphanumeric keys 

6. Control keys 

7. Escape keys 

 

1. Function keys: These are located at the topmost parts of the computer keyboard above the 

Numbers keys on the keyboard. Its functions depends on the software. They are marked 

F1- F12. 

2. Numeric keys: These consist of numbers 1-9, an asterisks, a slash, a plus sign and a period. 

3. Arrow keys: They are four key labelled with arrows pointing up, down, left and right, which 

are used to move the cursor on the monitor. 

 

Uses of Keyboard 

1. It can be used for shortcut like copy, redo etc. 

2. It is used for inputting data into the computer. 

3. It is used to learn typing speed and accuracy 

4. It is used in playing games. 

5. It is used to navigate round the computer without needing a mouse etc. 

Similarities between a keyboard and typewriter 

1. Both letters are at the same place. 

2. QWERTY keyboard: Both have QWERTY keyboard arrangement. 

3. Both have buttons for typing purposes. 

4. Writing: Both serves as writing material  

5. Both keys such as space and shift are same. 

 

Difference between the typewriter and computer keyboard 

Computer Keyboard  Typewriter 

1. Keyboard type text into computer for 

printing on paper 

Typewriter prints text onto paper directly 

2. It has windows key Does not have window keys 

3. Uses electronic switch Uses mechanical switches. 
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4. Has function keys No functions keys 

5. Does not make sound while typing Makes sound while typing 

 

FIFTH WEEK 

CORRECT KEYBOARD TECHNIQUES 

Features of Keyboard  

1. Enter key: This key is used to enter command to the computer, whatever software package 

you are using. 

2. Arrow key: This key is used to move some pointer such as a cursor or mouse pointer around 

the screen. 

3. Escape key: An escape key is commonly used to exit a mode or cancel some function 

4. Insert key: It is commonly used to switch between the two entering modes on a personal 

computer (P. C.) or word processor. 

5. Delete key: It enables you to remove unwanted data from the main document 

6.  The Backspace: Is a keyboard key that deletes any character before the current position of 

the cursor. 

7. The Shift, Ctrl and Alt keys: These keys are in combination with other keys to issue 

command to the system E.g. Ctrl + C = Copy, Shift F3- changes to upper case etc. 

8. Number lock key: It is used to activate the numeric keypad, when you want to type number 

9. The tab key: It is used to reach present, tap stops in MS word and cell pointer in MS Excel. 

10. Cap lock key: It is used to produce uppercase letters on your keyboard. Saving you from 

pressing shift key 

 

Functions key techniques 

F1 key – displays the help menu 

F2 key – renames a selected item 

F3 key – search for a file/folder 

F4 key – displays address bar list 

F5 key – update the active window 

F6 key – cycle through the screen elements 

F7 key – spelling 

F8 key – for formatting or repair or Access safe mode 

F9 key – displays the fu8ll screen of windows 

F10 key – activate the memory bar in the active programs 
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F11 keys – full screen mode in all internet browser 

F12 keys – opens the “save as” window 

 

Keyboard Techniques and Functions 

These are the functions of two key combination 

Alt + F – file menu options in current program 

Alt + E – Edit options in current program 

Ctrl + A – Select all 

Ctrl + F – opens find window in current document 

Ctrl + S – Save the current file 

Ctrl + X – Cut selected item 

Ctrl + C – Copy selected item 

Ctrl + V – Paste 

Ctrl + R – Redo 

Ctrl + End – Go to end of document 

Ctrl + Home - Goes to the beginning of the document 

Shift + Delete – Delete selected item 

 

 

SIXTH WEEK  

Home Row Keys  

Home Row Keys is a term that refers to certain keys of center row of alphabetical letters on a 

typewriter or keyboard. The ASDFJKL; represents the content of the home row keys. The middle 

rows of the keyboard is termed the home row keys because the typist are trained to keep their 

fingers on these keys. 

Home row keys is where your finger rest on the keyboard. The home row key for your left hand 

are A, S, D and F while J, K, L is for your right hand with the thumb resting on the space bar 
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Diagram of the home row keys 

 

 

 

 

The home row LF = Little finger 

RF = Ring finger 

MF = Middle finger 

IF = Index finger 

The home row is most important of the touch. When at rest, the typist positions his/her LEFT 

fingers on ASDF and JKL; key on the RIGHT hand. 

Touch typing skills 

Touch typing skills means typing without using sense of sight to find the keys. Specifically, a 

touch typist will know the locations on the keyboard through the muscle memory. It typically 

involves placing the eight fingers in a horizontal row along the middle of the keyboard and having 

reach for other keys. 

Advantages of touch typing skills 

1. Speed and accuracy: Touch typing training can help you improve in speed and accuracy. 

2. Reduced switching of attention: A touch typist does not need switching of attention. 

3. Reduces time consumption 

4. Reduces fatigue. 

5. Health: It is good for health by exercising your fingers to reduce stress 

 

EIGHTH WEEK 

ALPHANUMERIC KEYS 
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This is a key combination of alphabetical and numeric characters and it is used to describe the 

collection of Latin letters and Arabic digits or text constructed from this collection is often referred 

to a term used to denote a combination of alphabetic and numeric characters like A to Z, 0 to 9 and 

some punctuation keys used to enter their symbol into a word processing program, text editor, 

spreadsheet etc. and some special keys. 

The alphanumeric keys are keys from A to Z, Numbers from 0 to 9 and equally has some 

punctuation symbol like . , ; : “” ! / etc. 

Combination of alphanumeric keys includes: 

Ctrl + C – Copy 

Ctrl + X – Cut 

Ctrl + P – Print  

Ctrl + I –ITALICS 

Ctrl + B – Bold 

Ctrl + S – Save 

Ctrl + Z – undo 

Ctrl + R – Redo 

Ctrl +E – Duplicate a document 

Ctrl + U – Underline 

Ctrl + a – Select all etc. 

Examples of Alphanumeric keys which includes; ciphers or code numbers for military 

B-29 (Bomber)0 

a-z generic term for intelligence. The alphanumeric keys are designed to be held down in 

conjunction with other keys to accomplish specific functions. The space bar is used to enter space 

between words during typing. It is large enough so that thumb from either hand can use it easily. 
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Diagram of Alphanumeric keys, Function keys and Numeric keys 

 

 

 

WEEK NINE 

BASIC SERVICE KEYS 

Basic service key is a term that refers to certain keys on the keyboard located at the right and left 

hand side of the alphanumeric key. They are used to carry out some commands. It may be symbols, 

punctuation mark and mathematical symbols. Examples : Shift + Home – goes to the beginning of 

the document, 

Ctrl + end – goes to the end of the documents 

Alt + Enter – review the property selected etc. 

Basic service key includes: 

1. Shift key: located at the right and left hand side of the keyboard below the home row keys 

that allows a user to type a single letter. When the shift key is pressed in combination with 

another key, it gives that key an alternative meaning. 

Uses of Shift keys 

a. It is sometimes used to modify the function keys. 

b. It can modify various control + Alt keys. 

c. It is used to modify the mouse behavior on a computer. 

 

2. Control keys (ctrl): A control key is a key which when pressed in conjunction with another 

key performs special operations. E.g. Ctrl+ C = Copy 

3. Caps lock: When pressed, it changes the alphabetic characters on the keyboard to 

uppercase. The caps lock keys does not affect numbers, punctuation marks or other 

symbols. 

4. Delete: The delete key is used to delete a whole text or any part of it. It deletes only selected 

text. 
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5. Alt key: It is used to change the functions of other pressed keys thus the Alt key is a 

modifier. 

6. The backspace: It has backward arrow marked on it. When you press this key. It will erase 

the letter that has just been typed. 

7. The insert keys: This allows you to insert characters. 

8. Enter key: This key is pressed at the end of a line to instruct the computer to process text. 

In word processing programs like MS-word. The enter key is used at the end of a paragraph. 

9. Escape key (Esc): It is commonly used to exit a mode or cancel some functions. 

10. Space bar key: Use to space text when typing. 

 

The following are Combination of two basic service key 

1. Ctrl + Alt + Del: Brings you up to a task manager. If you hold down the control and Alt 

keys and press delete key. 

2. Alt + Ctrl + Close: activate program. 

3. Alt + Esc: Cycle through items in the order that they have been processed. 

4. Ctrl + F4: Close the active document in the program. That enables you to have multiple 

documents opened simultaneously. 

5. Alt + Tab: Switches between the currently opened windows to another one. 

 

WEEK TEN 

CORRECT SPACING AND PUNCTUATION MARKS 

Punctuation mark are those quotation marks adjacent to period and commas that are used in 

English to differentiate between words of similar characters. There are two styles of punctuation 

marks which are widespread use today. These are; question mark (?) and exclamation mark (!). 

Quotation mark is often used whenever a question arises and it can be placed inside or outside 

quoted material.\ 

Identifying correct spacing 

When using the keyboard:  

Indents and spacing- In these we have alignment outline level (body text) indentation 

(left,right,mirror, indent) and various spacing like 1, 1.5,2.0,3.0 etc. you can equally remove space 

before and after paragraph in a sentence. 

Punctuation Keys 

Question marks “?” 

Exclamation marks “!” 

Single opening “(“ 
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Single closing “)” 

Double opening “((“ 

Double closing “))” 

Full stop “.” 

Semi colon “;” 

Comma “,” 

Slash “/” 

Double dot “:” 

Dolta sign “$” 

Asterisks “*” 

Bracket open/close “()” 

 

1. Semi colon- This is used to separate the sub topic/point from rest of the content. 

2. Question mark- This is used when you want to emphasize on a particular word or sentence. 

3. Single/Double closing- This is used when a question is being asked. 

4. Double dot- This equally serves the same purpose as semicolon. 

5. Hyphen- This is used to separate two different words. 

    

 

 


