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Laptop Keybo ard Tutorial

The Laptop Keyboard Keys and their Function

('see also: Print Screen Key page - How to use a Laptop Touchpad - F1/F12 Function Keys )
The Control key when pressed in conjunction with ctrl
another key, will perform a special operation (for 2l
example, (Control+C = Copy); similar to the Shift ™~ -
key, the Control key rarely performs any function
when pressed by itself. LAPTOP KEYE

‘Delete’ will erase the character to the RIGHT ofthe cursor,

“Ba: will delete

“Backspace’ key usually has an arrow pointing left becauseit
erases tothe left. The Delete’ key does the opposite. Use the

arrow keys to position the cursor

Function Keys —F1 is usually programs help

Pressing 'Home' will move you to the left or beginning ofthe current

s tothe LEFT. In both cases, any line.
other letters to the right of the cursor will back up to fillin the
space, This is avery important point to remember, Don't forget the

Pressing 'End'will movethe cursorto the right end ofthe current line,
Pressing ‘PageUp'will take youto the top of your current screen,
Pressing it again will takeyoute the top ofthe previous screen.
Pressing ‘Page Down’ will take you to the bottom of the current screen.
Pressing it again will take youto the bottom of the nextscreen.

Thenumbers bar and special characters

The Cursor Control Pad - Af the bottom are
four arrow keys. Pressing any one ofthese
keys will move the cursor a short distancein
the direction ofthe arrow. [twill move the
cursor a character or lefter left or right. It will
movethe cursar a lineup or down, If the
cursoris already atthe left end (beginning) of
aline, pressing theleftarrow will force the
cursorup to the end of the previous line,
Then, pressingtheright arrow will moveit
down to the beginning ofthe nextline.
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Other Keys

The Insert Key: Is a keyboard key located on the majority of all ¢

enabled, the text inserted

in a document will not overwrite any other text. Ho

function it may need enabling
in a programs settings.

"Esc”or "Escape”. If you find yourself someplace you do not

wantto be, pressing "‘Esc’ may get you out, but it *“may not”. In

fact, what ‘Esc’ does depends largely on what the program
allows.

TheTab’ key will
movethe cursor over
aboutfive characters
or halfan inch each
timeyou press it. Use
the Tab’ keyto

indentthefirstline of

aparagraph. Itwill
also movethe cursor

down from text box to

textboxina formor

email “compose”

page etc (hold shift \\tib Q

key down then tabto

moveup). /. A
A7 caps lock L

Caps Lock

toggles for upper

shift || |

\
or lower case ~ i
typing (g or Q) | <l || i I
-

LAPTOP KEYBOARD

Holdingthe Shift key
down while typing

changes thecaseto

upperor lower.

For2 character keys:
Shiftkey held down then tap
thekey.

Justtap the key.

Theshift key changes the

casefrom lowerto upper or
vice-versa dependingon the
Caps Lock setting.

wever, when disabled, text will be overwritten. For

http://www.itbuddy.org/laptc-keyboard.htrr
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omputers that allows text to be inserted. When inse  rtis

the the key to
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The Pause/Break Key
Allows a user to temporarily halt the action of the program being run. For example, in computer games, the pause key is commonly used to
temporarily stop the game while the user steps away from his or her computer.

The Print Screen Key

On a laptop the key is usually used in conjunction with the fn Key (fn+PrtScn) and places an image of ~ your computer screen onto the Clipboard.
This image can then be pasted into an MS Word docum  ent or graphics program like Photoshop for example. If you press Alt+fn+PrtScn

an image of the currently selected window is placed on the Clipboard.

The Scroll Key or Scroll Lock Key.

Only a select few programs still make use of the sc  roll lock function, including MS Excel and Lotus No tes. when the scroll lock mode is
turned on, the arrow keys scroll down an open windo w instead of moving the mouse cursor.Most of us use the scroll wheel on our mouse to
navigate through web pages or use a scrollbar when provided.

The Altgr Key - An alternative way of pressing CTRL and ALT together.

It is typically found on the right side of the keydrd, between the right control key and Windows (arybetween the right control key and right alykdts primary function is
to launch a context menu with the keyboard rathan with the usual right mouse button. The keyslsyl is a small icon depicting a cursor hovering\aba menu. This key
was created at the same time as the Windows key.

The Menu Key or Application Key : is a key found on Windows oriented computer keyboar ds. It is typically found on the right side of the keyboard,
between the right control key and Windows key (or b etween the right control key and right alt key). It s primary function is to launch a context menu
with the keyboard rather than with the usual right mouse button. The key's symbol is a small icon depi cting a cursor hovering above a menu. This key
was created at the same time as the Windows key.
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