Lesson B3 – Handout

USING SHIFT, ARROW, BACKSPACE, SPACEBAR AND DELETE KEYS

[image: image1.wmf]  The shift key makes capital letters.  To make a capital letter, press down the shift key while you type the letter. TO MAKE ALL YOUR LETTERS CAPITAL USE THE CAPS LOCK.  

[image: image2.wmf][image: image3.wmf] The arrow keys move the cursor around your document.  The cursor is a line or arrow that shows where you are typing.  The arrow keys move the cursor around without erasing letters or words.  This is useful for correcting mistakes in the middle of your document.

The spacebar is a long key located at the bottom of the keyboard.  It puts a space between words or letters (horizontally).
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 The Enter key moves the cursor down the page and puts spaces between lines (vertically).

The backspace key is in the upper right hand corner of the main part of the keyboard.  It moves the cursor backwards (to the left) and erases letters and words.

The delete key is located to the right of the backspace key.  It erases words or letters by moving to the right.  It also erases words or blocks of text that have been highlighted first.  To highlight text (words) move the cursor to the left side of the line, then click and drag your mouse over what you want to highlight.  The words will appear white on a black background.

