
Week 5 & 6 

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. 
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• 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 

Topic: Correct Keyboarding Technique 
Correct Keyboarding Technique 

In order to develop optimal keyboarding speed and accuracy, students need to use proper 
technique.  Not only does proper keyboarding technique help develop skill, but it also helps prevent 
the development of RSI (repetitive stress injury, more commonly known as carpal tunnel).  

What constitutes correct keyboarding technique? 

Correct keyboarding technique requires proper hand positioning at the computer keyboard and 
learning to key by touch, thus enabling eyes to remain on the copy rather than watching fingers.  

Correct Technique Criteria:  

1. Position feet on floor for balance (don’t cross). 

2. Center body to the “H” key with elbows at sides. 



3. Sit up straight. 

4. Adjust chair so you are a “hand span” away from edge of keyboard. 

5. Curve fingers over the home keys. 

6. Keep wrists off the keyboard. 

7. Keep eyes on printed copy. 

8. Key by touch. 

9. Key with a smooth rhythm.  
    Division of the keyboard 

• 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. 

  

Keys on the computer keyboard  

Alt key – a computer key that you press together with another key so that the other key does 
something different from what it usually does. You can also refer to this key simply as Alt. 
arrow key – one of four computer keys marked with an up, down, left, or right arrow, used for 
moving the cursor 
backspace – the key that you press on a keyboard to move one space backwards in a document 
caps lock – a key on a computer keyboard that makes all the keys produce capital letters 
character set – a complete set of letters, numbers, or symbols that can be used by a computer 
command key – on some computers, a key that you press together with another key to make the 
computer do a particular thing 
control – the control key on a computer keyboard 
control key – a key on a computer keyboard that is used in combination with other keys for doing 
particular operations. This key is usually marked ‘Ctrl’. 
ctrl abbreviation 
control: the control key on a computer keyboard 
delete key – a computer key that removes characters. This key is sometimes simply referred to as 
del. 
enter key  – a key on a computer keyboard that makes the computer perform an action or start a 
new line of writing 



escape – the escape key on a computer 
escape key – a key on a computer keyboard that allows someone to stop an action, leave a 
program, or return to a previous menu. This key is usually marked ‘Esc’. 
function key – a special button on a computer keyboard that is used for a particular operation in a 
program. The keys near the top of a keyboard marked ‘F1’ to ‘F12’ are function keys. 
hot key – a key on a computer keyboard that provides a short way of performing a set of actions 
key – one of the parts that you press on a keyboard to make it produce letters, numbers etc 
keypad – the part at the side of a computer keyboard that has number keys and arrow keys on it 
numeric keypad – the part of a computer keyboard to the right of the main keys that has keys with 
numbers on them 
Num Lock – a computer key that you press to make the number keys below it enter numbers and 
not be used for moving up and down a document 
pound key – American the hash key on a telephone keypad or computer keyboard 
return key – a key on a computer keyboard that makes the computer perform an action or start a 
new line of writing 
shift – computing a shift key on a computer keyboard 
shift key – the key that you press on a computer keyboard when you want to write a capital letter 
short cut – computing a computer icon or a combination of keys on the keyboard such as ‘Alt + C’ 
that helps you to do something on the computer more quickly, for example go to a particular program 
or copy information 
space bar – the long narrow bar at the front of a computer keyboard that you press to make a space 
between words when you are typing 
star key – the key with the asterisk symbol (*) on a telephone keypad or computer keyboard 
tab – computing a button on a computer keyboard or typewriter that you press to move several 
spaces along the same line 
tab key – a tab on a computer keyboard 
toggle – computing a key or command (=instruction) on a computer that you use to move from one 
operation or program to another and back again 
touchpad – computing a small flat surface on a laptop computer that you touch with your finger in 
order to move the cursor on the screen. 

Topic: Home Row Keys 
Home Row Keys 

The home row keys are the row of keys on the computer keyboard your fingers rest on when not 
typing. For example, on the standard QWERTY United States keyboard, the home row keys for your 
left-hand are A, S, D, and F and your right-hand are J, K, l, and ; (semicolon). For both hands, the 
thumbs rest on the spacebar. By positioning your hands correctly on the home row keys, you can 
memorize where all other keys on the keyboard are located. 



 

As seen in the above picture, your hands should lay naturally on the middle row of keys (home row 
keys) of the keyboard. You left-hand index finger should be on the letter “F,” and your right-hand 
index finger should be on the letter “J” and both thumbs should be on the spacebar. 

Tip: You can quickly identify where your hands should be positioned without looking at the keyboard 
by feeling for small bumps that should be on the letter “F” and “J.” 

Placing your finger on the home row key 

Placing your fingers on the home row keys helps increase your typing speed because of the ability to 
access all other keys by moving your fingers up or down to keys on the other rows. Faster typing 
relies on each finger pressing specific keys that are nearby, without having to move your whole hand 
or other fingers. 

Your left index finger is also used to press the G key, and your left pinky presses the Caps Lock key. 
On your right-hand, in addition to the J, K, L, and; (Semicolon) key your right index finger is also 
used to press the H key, and your right pinky presses the ‘ (single quote) and Enter keys. Also, 
pressing and holding the left Shift key while pressing the; key allows you to type a : (colon) and 
pressing ‘ types a ” (quote). 

How many letters on home row keys? 

On a QWERTY keyboard, there are nine letters (A, S, D, F, G, H, J, K, and L) on the home row. On 
a Dvorak keyboard, there are ten letters A, O, E, U, I, D, H, T, N, and S on the home row. 

How many total keys are on the keyboard home row keys? 



If you count all keys on the home row, there are a total of 13 keys. Keys on the home row that are 
not letters include the Caps Lock key, semicolon and colon key, single quote and quote key, and 
the Enter key. 

On the Dvorak United States keyboard, the home row keys on your left-hand are A, O, E, and U and 
your right-hand are H, T, N, and S, with the thumbs resting on the spacebar. 

While it has been suggested that Dvorak keyboard users can type faster than QWERTY keyboard 
users, it depends on each user. Some users are just naturally faster at typing than others, regardless 
of the type of keyboard used. 

What are the home row keys of the numeric keypad? 

The home row keys of the numeric keypad are 4, 5, and 6. To position your hand on the home row 
keys of the numeric keypad place your right-hand index finger on the number four. Your right-hand 
middle finger should then naturally lay on the number five, the ring finger should be on the number 
four, and your pinky should be on the plus symbol. 

Importance of the home row keys 

• It is the line of keys that your place your fingers on when typing. This is a way that most 
people type fast 

• They are the initial resting place for the finger in touch typing 

• Once they are recognized, the location of the keys for the rest of the alphabet are 
automatically known for a trained typist 

• The home key rows are A S D F G H J K L 

Topic: Alphanumeric Keys 
Identification of the alphanumeric keys on the keyboard 

The alphanumeric keys are used to type alphabets and numbers (A-Z) and (0-9). It contains symbols 
and special characters too. 

  



  

The alphanumeric keys consist of QWERTYUIOPASDFHJLZXCVBNM, the number keys 
1234567890, and some symbols 

Soft Touch Manipulation 

Touch Typing 

Touch typing (also called touch type or touch keyboarding) is typing without using the sense 
of sight to find the keys. Specifically, a touch typist will know their location on the keyboard 
through muscle memory. Touch typing typically involves placing the eight fingers in a horizontal row 
along the middle of the keyboard (the home row) and having them reach for other keys. Both 
two-handed touch typing and one-handed touch typing are possible. Touch typing is a method based 
on muscle memory instead of sight. This method allows you to achieve much higher speed of data 
entry, especially if you need to transcribe text from other visual material. 

Typing with the touch typing method significantly improves your computer productivity; it increases 
data entry speed and, where possible, reduces fatigue and injury to the eyes.  

Typing on a keyboard without looking at the keys. Touch typing has become an essential skill these 
days no matter what line of work anyone does. In the early days, schools ordered special typewriters 
with blank keys. Today, blank keys can be simulated with a soft plastic skin that is placed over any 
computer keyboard. 



Topic: Basic Services 
 

CONTENT 

• C0ncept finger placement on the basic service keys 

• Manipulation of the basic service keys using soft touch 
Concept Finger Placement on the Basic Service Keys 

These are twelve basic service keys in number F1-F2 and are located horizontally on the first row of 
computer keyboard. 

 

  

Manipulation of the basic service keys using soft touch 

 
This is the correct way to place your finger on the keyboard when typing 

As seen in the above picture, your hands should lay naturally on the middle row of keys (home row 
keys) of the keyboard. You left-hand index finger should be on the letter “F,” and your right-hand 
index finger should be on the letter “J” and both thumbs should be on the spacebar. 

Tip: You can quickly identify where your hands should be positioned without looking at the keyboard 
by feeling for small bumps that should be on the letter “F” and “J.” 



Topic: Correct Spacing and Punctuation Marks 
 

Content: 

• Identification 

• Correct Finger Placement 

• Correct Use of Punctuation marks key 

• Correct spacing After punctuation marks 
Identification 

  

P u n c t u a t i o n – check the chart above for the correct finger position.  

The comma is next to M and the fullstop to its right. They are below K & L. 

To type a capital letter or character (*) do the following … 

Hold the Right Shift Key for a Left Hand letter or character 

Hold the Left Shift Key for a Right Hand letter or character. 

Correct use of Punctuation marks keys 

1) Em dashes, En dashes, and Hyphens 

Not all dashes are created equal. You’ve probably noticed the hyphen key, located on both of your 
number pads. However, there are technically three different dashes, with completely different 
purposes. 

The hyphen is the most commonly used version of the dash. You’ve probably seen a hyphenated 
word before, but we’ll give you an example anyway: the pink-hatted elephant walked down to the 
red–doored store. 

En dashes are used to connect numbers, and sometimes words (see below). For example: 10–20, 
50–100, 100–900. (Just think “to or though”: From 1 TO 10, or everything starting at 10 AND 
THROUGH 19). 

Em dashes are used to break off thoughts. If you were paying attention—although it’s okay if you 
weren’t. 



You don’t actually have to worry too much about the difference between em dashes and en dashes. 
En dashes can actually be used to separate a thought as well – you just have to add a space on 
either side, like this example. 

How to Type it: 

To type an en dash, type a space, followed by two hyphens and a space on the other side — like 

this. 

To type an em dash, do the same thing—but this time, ignore the spaces. 

2) The Pipe Bar 

The pipe bar isn’t really a punctuation mark, but it’s still fun to know how to use. Pipe bars look like 
this: |. Look closely, and you’ll see that it’s not actually a lowercase “L”. 

Pipe bars are used in Unix coding. They also work as a division symbol if you’re typing out a math 
formula. In design, they are often used to space out information on business cards, like this: 

yourname@example.com | xxx.xxx.xxxx 

How to Type it: 

Find the backward slash (\) key on your keyboard; it should be right next to your “Enter” key. Just 

hold down shift while you press it, and voila! Pipe bar! 

3) Braces 

Braces – also known as curly brackets – are familiar to anyone who knows a little CSS. They can 
be used just like parenthesis and regular brackets, and are particularly useful if you’re putting one 
set of parenthesis inside of another (which is sometimes done [if you happen do like convoluted 
sentences {which some people do}]). 

How to Type it: 

To type a brace, hold down shift while pressing either the opening or closing square bracket key. 

Yup, it’s that simple! 

4) Ellipses 

You already know how to type and use this one… but we bet you didn’t notice it’s name. 
The ellipses is that little “…”, used to denote a pause or a break in a quotation. In comics, it’s also 
used to show a silence. 

Quick grammar rule: if the ellipses is in the middle of a sentence, type three dots. If it’s at the end of 
a sentence, type four. 

How to Type it: 

To type an ellipses on your computer, just key in three periods. 



4) Bullet Points 

Here are the reasons you might want to use a bullet point: 

• You like lists 

• You really like lists. 

• You like little round circles. 

Now, normally your word processor software will take care of bullet points for you, and you don’t 
have to worry about it; just hit the “list” button, and type away! But every now and then, it’s fun to be 
able to type it individually. Like the pipe bar, bullets can be used to separate information in your 
designs. 

Use a Bullet Point! 
Business cards • Flyers • Really, whatever you feel like. 

How to Type it: 

To get a bullet (•), type Alt + 9679 on your PC. 

Correct spacing after punctuation marks 

There are generally two rules involved in spacing after a punctuation mark. They are: 

Rule 1 

With a computer, use only one space following periods, commas, semicolons, colons, exclamation 
points, question marks, and quotation marks. The space needed after these punctuation marks is 
proportioned automatically. 

Rule 2 

Use no spaces on either side of a hyphen. 

Example: 

We borrowed twenty-three sheets of paper. 

Dashes 

Dashes, like commas, semicolons, colons, ellipses, and parentheses, indicate added emphasis, an 
interruption, or an abrupt change of thought. Experienced writers know that these marks are not 
interchangeable. Note how dashes subtly change the tone of the following sentences: 

Examples: 
You are the friend, the only friend, who offered to help me. 
You are the friend—the only friend—who offered to help me. 
I pay the bills; she has all the fun. 



I pay the bills—she has all the fun. 
I wish you would … oh, never mind. 
I wish you would—oh, never mind. 

Rule 1. Words and phrases between dashes are not generally part of the subject. 

Example: Joe—and his trusty mutt—was always welcome. 

Rule 2. Dashes replace otherwise mandatory punctuation, such as the commas after Iowa and 2013 
in the following examples: 

Without dash: The man from Ames, Iowa, arrived. 
With dash: The man—he was from Ames, Iowa—arrived. 
Without dash: The May 1, 2013, edition of the Ames Sentinel arrived in June. 
With dash: The Ames Sentinel—dated May 1, 2013—arrived in June. 

Rule 3. Some writers and publishers prefer spaces around dashes. 

Example: Joe — and his trusty mutt — was always welcome. 

	


