
Computer Awareness Programme (Module 3) — Writing with a Computer








Enter key


To indicate confirmation or acceptance


To start a new line when typing text
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Cursor keys


Move the cursor up, down, left and right





“Caps Lock” Light


Indicates the status of the Caps Lock key


When the light is on, letters are typed in upper case.


When the light is off, letters are typed in lower case.








“Num Lock” Light


Indicates the status of the Num Lock key


When the light is on, the keypad can be used to enter numbers


When the light is off, the number keys on the keypad can be used to control the position of the cursor





Backspace key


Deletes the character to the left of the cursor





Letter keys





Tab key


Moves the cursor to a preset position





“Caps Lock” key


Press to type in capitals. Press again to resume.
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Mathematical operation keys


+ addition - subtraction 


* multiplication / division





Shift key


Hold down to enter capitals and symbols on the upper part of the key





Number keys


Used to enter numbers or to move the cursor





Punctuation keys





Delete key


Deletes the character to the right of the cursor





Space key





“Num Lock” key


Controls how the numeric keypad is used


(for numbers or cursor control)








Number and symbol keys
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