
Week 1 & 2 

Topic: Introduction to Keyboarding 
Introduction to Keyboarding 

Keyboarding is the act of using a typewriter machine to type fast, and in a standard form which 
makes the material neat, easier to read and preserve. Many copies may be produced at the same 
time with the help of carbon papers. Keyboarding is very important in all aspects of human life. A 
business can hardly succeed without typewriting, since no many businesses are prepared to read 
hand written papers. Keyboarding can also be used for personal correspondence and other 
important documents such as manuscripts for printing, thesis or dissertation. 

The Typewriter 

The machine being used for typing is called the typewriter. The person who operates the machine 
is called the typist. There are two types of typewriter. One is manually operated, while the other is 
electrically operated. 

Correct sitting position 

In order to be able to operate the typewriter perfectly well, you should follow these rules: 

• Sit in erect position with your face on the book you are going to type. 

• Your shoulder should be held back and relaxed. 

• Put yourself in central position opposite the ‘J’ key, A hand span away from the machine 

• Your body should slope slightly forward from the hip. 

• You should relax your arm and your elbows. Do not extend your elbow outward or position 
them rigidly at your sides. Keep your wrist low in line with the slope of the keyboard. 

• You should curve your fingers as if you want to grab a handle bar. 

• Keep your knees apart and do not ever cross them. 

• Your feet must be flat and placed apart on the floor with one foot slightly in front of the other. 
Importance of Keyboarding 

Keyboarding is a tech skill that everyone has – more or less.  What makes a real difference in 
knowing how to touch type is how good your typing speed and accuracy really are 

• If you touch type at an above-average word-per-minute rate you can save yourself hundreds 
of hours per year. You’ll be more confident in how you handle a computer-based workload, 
and you’ll be giving yourself a head start in comparison to candidates that are not as 
competent as touch typists. 



• By devoting some hours during elementary school to touch typing practice, every student 
can equip themselves with an essential skill that will pay off time and time again for the rest 
of their life. Taking typing classes as soon as possible ensures a student gets the most out of 
this widely applicable skill. 

• It helps students prepare well for computer based exams 

• But typing is not a skill that only comes handy at school. Every office job imaginable requires 
typing efficiency. By realizing this, you can understand why it’s crucial to master this skill and 
help your future career goals, and even your personal needs. 

• Effective time use :Companies seek employees who can use their time efficiently. They want 
staff that can do more in less time and can take up extra, last-minute workloads without as 
much as breaking a sweat. 

• Touch typing skills allow you to save several hours each week. In a world where productivity 
is becoming an obsession, you can stay ahead of the rest with this seemingly simple tech 
skill by getting the most out of every minute. 

• Focus: Typing skills let you improve your focus on any given computer task. A proficient 
typist has mastered this motor skill, so it becomes an automated cognitive process, pretty 
much like riding a bicycle. You don’t think about what you’re doing when you type, you just 
do it. As a result, the process of writing reports or working with a keyboard becomes 
something you don’t have to devote mental energy to, leaving your mind free to process 
other information. When you don’t need to look at your keyboard several times every minute 
to ensure you’re pressing the right keys, you allow yourself to focus on the ideas and 
thoughts that come next. Essentially, typing skills boost your cognitive efficiency. 

• Professional image boost: With great typing skills you can significantly boost your 
professional status. A person who touches types with ease and speed appears much more 
confident and knowledgeable — even if these are not necessarily correlated with touch 
typing efficiency. 

• Your professional image can make or break your career, and with improved typing skills you 
can see that your manager or boss is impressed by your performance and efficiency. 

• Protect your health: Carpal tunnel syndrome – yikes. People who don’t know how to sit 
properly, or correctly place their fingers and wrists on the keyboard, risk getting wrist issues 
and neck and shoulder stiffness. 

• Knowing how to touch type in the most time-efficient manner, in a way that doesn’t put your 
health at risk, is an invaluable benefit touch typing grants you. 

• People who have mastered touch typing know how to touch type with minimum wrist and 
finger fatigue and know how to type with their neck and shoulders relaxed. Touch typing 
ergonomics safeguard you from carpal tunnel syndrome and other forms of wrist pain and 
damage. 

• Essential for the development of other skills 

• Keyboarding is a tech skill that is quickly becoming central in education, the marketplace, 
and in people’s lifestyles as a whole. 

• Typing helps you improve and learn new skills through a computer or any other device that is 
keyboard based. From learning to code to learning a new language online, you can improve 



your employability and marketability just because your typing skills accelerate these learning 
processes. 

In summary, keyboarding skills can help you in your present academic responsibilities and ensure 
your future career prospects. It will even help your personal development. Not only will you protect 
your health by learning how to touch type correctly but you will also boost your productivity and work 
focus and have a means to easily acquire and master other skills and talents. 

Posture for keyboard 

• A chair that helps you keep your normal spinal curvature. A supportive chair: 

o Is adjustable, so that you can set the height to rest your feet flat on the floor. Keep 
your feet supported on the floor or on a footrest to reduce pressure on your lower 
back. Some people like to sit in a slightly reclined position because it puts less stress 
on the back, although this may increase stress on the shoulders and neck when 
reaching for items. 

o Supports your lower back. 

o Has adjustable armrests that allow your elbows to stay close to your sides. If you are 
not comfortable with armrests, move them out of your way. It is still important to keep 
your arms close to your sides even if you choose not to use armrests. 

o Has a breathable, padded seat. 

o Rolls on five wheels for easy movement without tipping. 

• A computer keyboard and keyboard tray that allow comfortable typing or keying. 

o Your keyboard should be at a height that allows your elbows to be bent about 90 
degrees and close to your sides. 

o Many keyboards and keyboard trays have wrist supports to help keep your wrists in a 
neutral, almost straight position. But wrist pads are just there for brief rests. They are 
actually not meant to be used while you are typing. But some people find the pads 
helpful even when they are using their keyboard or mouse. When you type or use 
your mouse, try raising your forearms a little so your wrists are in a neutral position 
and your arms and hands can move freely. If you have arm rests on your chair, you 
may be able to adjust them so your forearms are parallel to the floor and your wrists 
are neutral. Your wrist is in a neutral position when the thumb is in line with the 
forearm and the wrist is bent slightly back, such as when your arm is hanging at your 
side. You may want to alternate between resting your wrists on the pads and raising 
them up. If you use a wrist pad, it’s best to rest your palm or the heel of your hand on 
the support, rather than your wrist. 

o The tilt of the keyboard can be adjusted. Some people find in more comfortable if the 
keyboard is flat or tilted slightly down at the top. Try different tilt angles to see what is 
most comfortable for you.  

Topic: Parts of Computer Keyboard 
Parts of Computer Keyboard 



The computer keyboard is an input device, It is through the computer keyboard that we are able to 
type into the computer. 

The computer keyboard is basically divided into five sections made up of different keys that perform 
specific function, i.e. 

• Alphanumeric keys sections: These are used to type alphabets and numbers (Aa-Zz) and 
(0-9). It contains symbols and special characters too. 

 

• Numeric Keypad: These keys are extremely right of all modern computer 

keyboards.  

• Function Keys: These are twelve in number F1-F2 and are located horizontally on the first 
row of computer keyboard. 

 



• Control Keys: They are used together with other keys to instruct the computer to perform 
special task they are Ctrl, Del, Esc and 

• Cursor control keys or cursor manipulation key: This allows the user of a computer 
keyboard to move the cursor to the left, right, up one life and down one. 

They are also called arrow keys. 

 

  

Similarities between Typewriter and Computer Keyboard 

• Their keys are in rows. 

• They both name space bar used for making space between words or letters. 

• The operators use fingers to type through the keys. 

• The second row of the two contains the home based keys (a s d f ; l k j) where the fingertips 
rust when they are not striking. 

• They are used to enter data. 

• They both have alphabet and numeric keys 

	


