Your name, page 8



Hi and welcome to the second session of 

Making Friends with your computer

During the last session you 

· started to find out about the mouse

· began exploring different ways to ‘get into’ the computer

· and began to control windows

· and maybe did some typing.

This week we’re going to start by finding how to move around the keyboard. 

Somewhere on your screen you should also see a flashing vertical bar, like this: ( 

This is called the insertion point (or sometimes the ‘blinking point’) because that’s where anything you type is inserted. On the next page we’re going to practise moving that about. First we’ve got to get there.

Look for the key marked Page Down (it’s on the right-hand side of the keyboard as PgDn). 

When you’ve found it, press it once.

You can move the insertion point by using the arrow keys at the bottom-right of the keyboard. Let’s try that now shall we?

First find the blinking point and then push the Up Arrow or Down Arrow to try and get it somewhere on this line.  Then use the Left or Right Arrow key to get it between these arrows: (    (
You’ll notice that blinking point tends to jump over to the left-hand side of the page when there are no words on a line, which can be a bit confusing. Still, see if you can get down to here: (    (
You don’t have to keep tapping the Arrow keys. Just hold the key down and they will ‘repeat’. Let’s try it. Start by moving the blinking point to here: (  Next, hold down the arrow key that points to the right and watch the blinking point whizz along to here: (
TIP

When you’re ready, tap on the PgDn key to move to the next page.

Doing some typing
Excellent! If you look at the very bottom left of the screen, you’ll see that you’re now on page 3 where we’re going to do some typing. 

Using the arrow keys, see if you can move the blinking pointer to just after the arrows below and type out the following phrases: 

1.  Names and sentences usually start with a Capital letter. 


TIP

(   

2. Ideally put one space between every word and after punctuation marks. TIP

(   

3.  Sentences finish with full stops. Even short ones.

(   

For more practice,  tap on the PgDn key to move to the next page.

4. Commas are often used to separate items in a list, such as oranges, lemons and bananas. 

(   

5. To get £, % & + signs, use the Shift key (again!) and type numbers 3, 5, 7 and =. 

(   

6.  I am already getting the hang of this. And it’s actually quite fun!            TIP

(   

Don’t worry if you make a mistake or two. In fact it’s a good thing if you do because the next page is all about how to correct mistakes! 

If you’d like some more practice with punctuation, please ask for the exercise.

When you’re ready, tap on the PgDn key to move to the next page.

Correcting mistakes
Mary hade a little lamb

She allso hade a bear

I’ve often sene her litle lam but…
Whoops! Someone’s made a few mistakes there. Ok, let’s put it right.

To rub out letters that shouldn’t be there,  move the blinking point to just after the letter you want to remove, then tap the Backspace key (it’s got an (      pointing to     TIP
  the left). 

You can also rub out forwards. To do this, use the key marked Del which is at the bottom right of the keyboard. ‘Del’ stands for Delete. 

When you’ve done that, tap on the PgDn key to move to the next page.

Like all keys the Backspace and Delete keys will ‘repeat’ if you hold them down. See what happens if you move the blinking point to here (   then hold down the Delete key and keep it held down until all this sentence has gone up to here. 

Zap those mistakes!
It’s very easy to rub out more than you intended. But luckily it’s also easy to get back something that you’ve just deleted by mistake. To this you’re going to use the Control key. It’s marked Ctrl and it’s at the very bottom left of the keyboard. 

Hold it down now. Nothing happens does it? But if you type a Z while holding down the Control key, it undoes the last thing you did. 

May had a great big green lamb, which followed her to skool.

Try rubbing out ‘great big green’ and changing it to ‘little’. Then alter ‘skool’ to ‘school’. Now, undo your changes by holding down Ctrl and tapping the Z key. 

When you’re ready, tap on the PgDn key to move on. 



Finally we’re going to put together all you’ve done this week by changing the paragraph below. 

First, using either the Backspace or the Delete keys, see if you can rub out the word Eastenders in the first sentence and replace it with The Bill?

On television tonight, The Holiday Programme is followed by today’s edition of Eastenders. Over on Channel 4, Lynda La Plante’s thriller, Killer Net, is about how a computer game goes horribly wrong.

Then try taking out the phrase, ‘...how a computer game goes horribly wrong’ and put in a different ending to the sentence instead. Don’t worry if what you write isn’t ‘clever’ – the important thing is to be in control of the computer.

When you’re ready, tap on the PgDn key to move on. 

You’ve done a fantastic amount of things today: Capital letters, punctuation, typing in new words, deleting things and undoing mistakes. Well done! 

Below is some space for you to write a few lines about yourself. Maybe how you were feeling about using a computer before today and how you feel now. Are you more confident or less confident? Did you have any particular difficulties? Would you like to have tried something else?

Write as much as you like here (and don’t worry if the lines below move down out of sight – they’re just been pushed on to the next page!

 (   

When you finish, you might like to print out a copy of what you’ve done so you can take it home. You also deserve to get a certificate that you can show off! Why not fill in your name on the next page and then ask about how to print everything out. 

Thanks for being such a good learner. 

Come back and make friends with your computer again soon!

(
Computer whizz kid
This is to certify that

...

has today overcome their fear of computers 

and is to be treated with all the respect 

due to one so brave and intelligent.

Herein witnessed by ......................................
Ivi Juliane Paduim-Quan

(If you see one of these on your page, use the mouse to move the pointer over the word TIP and see what happens.)











�PAGE \# "'Page: '#'�'"  ��There’s a trick to speeding things up when you’re moving along a line: if you hold down the Control key (at the bottom left of the keyboard, marked Ctrl), then the right arrow key, the blinking point will move along a word at a time. Give it a go!





�PAGE \# "'Page: '#'�'"  ��To get CAPITAL letters, hold down the Shift key with one hand while you type.


�PAGE \# "'Page: '#'�'"  ��To put a space between words, tap the space bar (it’s the long, thin key just under the N and B keys).


�PAGE \# "'Page: '#'�'"  ��The apostrophe key (in it’s) looks like a comma: it’s got an @ above it.


�PAGE \# "'Page: '#'�'"  ��It’s next to the key marked ‘Home’ at the top-right of the keyboard.





