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Using a keyboard 
and a mouse

Computers respond to instructions made by a keyboard and a mouse 
or pointing device. For example:

• a single key or a combination of keys is pressed on the keyboard
• the left button of the mouse is single or double clicked
• the right button of the mouse is single or double clicked

What do a keyboard and mouse do?
A keyboard and mouse are used to communicate with a computer (tell it what to
do) and to enter information into a computer.

Common keyboard tasks include:

• naming a new file in a dialogue box
• entering text in a document
• using the TAB key to format text or move to the next field in a database
• entering the text of a URL in the location window of a browser.

Common mouse tasks include:

• double clicking the hard disk icon to open a window showing its contents
• clicking a menu bar heading and selecting an item from the ‘pull down’ menu
• navigating dialogue boxes to open a folder containing a document to be

opened
• clicking a hypertext link to go to another page on the Web.

The pointing cursor
The cursor is an object on the screen that is moved on screen by the mouse. On a
notebook computer a trackpad, pointer, trackball or an externally connected
mouse performs this function.

Keyboard shortcuts
Many functions can be carried out using either the keyboard or the mouse—for
example, to close a window by clicking the mouse or pressing keys ALT and F4

together.
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Shortcuts are often shown next to an item in a pull down menu. Many
keyboard shortcuts are the same in different applications, for example:

• New CTRL + N
• Save CTRL + S
• Copy CTRL + C
• Paste CTRL + V

Mouse skills
The mouse is used to select items and to access menus. The right mouse button
provides a range of useful commands.

Single click
Use a single click of the left mouse button to select an icon—for example, the
name of a document can be changed after it has been highlighted with a single
click.

Figure 4.1
The pointing cursor
on screen selecting
a menu item
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Double click
Use a double click to open an item—for
example, an application will be opened
after its icon has been double clicked.

Right click
The right click provides extra functions.
Right clicking on an icon provides another
menu. Right clicking within an application
also provides an extra menu and it can be
used for spell checking in Microsoft Word.

Select and drag
The left button is used to select an icon.
Then, holding the button down, the icon
can be dragged to another location. This
can be used for copying files.

Adjustment of keyboard settings
A keyboard has control panel settings for:

• the keyboard layout—for example, ‘Australian’ or ‘US’
• the keyboard response rate.

Figure 4.2
Right click menu

Figure 4.4
Adjusting keyboard
settings

Figure 4.3
The Keyboard
control panel icon
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Adjustment of mouse settings
The mouse settings can be customised for an individual.

What keys are on a keyboard?
Keyboards usually have between 81 and 105 keys. Many keyboards have a keypad
with numbers on the right-hand side. This is called a numeric keypad.

Keys can be separated into the following categories:

• letter keys—a to z, A to Z
• number keys—0 to 9
• punctuation keys—for example, full stop
• cursor keys—up, down, left, right
• symbol keys—for example, %, &
• special keys—for example, ENTER (sometimes called RETURN), ESC, ALT,

COMMAND (Macintosh), PAGE UP, PAGE DOWN

• function keys—F1 to F15, which carry out specific tasks.

What is the ‘QWERTY’ keyboard?
The standard keyboard for computers is known as the ‘QWERTY’ keyboard. The
term ‘QWERTY’ refers to the location of the first six letters on the top letter row.
The position of the number keys (1 to 0) and letter keys (a to z) is the same for
most keyboards. Figure 4.6 shows the characters of the basic keyboard.

Figure 4.5
Mouse settings can
be adjusted through
a control panel
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Your turn
1 Where are the QWERTY keys located on the keyboard?
2 What keys surround the QWERTY keys on the keyboard?
3 How many keys are on your keyboard?
4 What are the ‘special keys’ on the keyboard that are not identified in Figure 4.6? 

See if you can find the following keys:
• ENTER or RETURN

• SPACEBAR

• SHIFT (left and right)
• CAPS LOCK

• CURSOR or ARROW (up, down, left, right)
• DEL (DELETE) and/or BACKSPACE

• TAB

• ALT

• CTRL

Upper and lower case letters
Letter keys can enter either a capital letter (upper case) or a small letter (lower
case). For example, the A key can input either ‘a’ or ‘A’. Keys are shown on a
keyboard as capital letters, as in Figure 4.6, but when pressed will produce a lower
case letter. For example, the following line is typed in lower case:

this is typed in lower case

Figure 4.6
QWERTY 
keyboard layout
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How is an upper case letter produced?
To type an upper case letter you use the CAPS LOCK key or the SHIFT key, as shown
in Figure 4.7.

The following line is typed in upper case:

THIS IS TYPED IN UPPER CASE

Capital letters can only be produced by holding down the SHIFT key or with the
CAPS LOCK key down as you press the key.

Using the CAPS LOCK key
The CAPS LOCK key ‘locks’ the letter key as capitals. With this setting, all letters
(A–Z) are typed as upper case. The CAPS LOCK key only affects the letter keys, all
other keys remain as normal.

Your turn
1 Locate the CAPS LOCK key. Is the key up or down? What happens when you press the key?

Does the keyboard show a light when the key is down? Put the key in its up position.
2 Find the A key and press it. Does ‘a’ or ‘A’ appear on screen? If the letter ‘A’ appears on

screen then the CAPS LOCK is down, not up.
3 Find the number 1 key and press it. What is the character that appears on screen?

Why use lower case letters?
When reading we recognise letters by their shape. The shapes made by letters are
more distinctive in lower case. Words and sentences in capital letters should be
used only for special effect, such as a short heading. The following lines illustrate
the difference:

Words and sentences typed in lower case letters are easy to read.

WORDS AND SENTENCES TYPED IN UPPER CASE LETTERS ARE MORE
DIFFICULT TO READ.

Our eyes recognise letters by following their shape, so sentences with lower case
characters, which have ascenders (e.g. ‘d’) and descenders (e.g. ‘y’), are easier to
read.

Your turn
1 Enter your name and address in upper case, then in lower case. Which is easier to read?
2 Which letters in particular make it easier to read lower case letters?

A A

a

Upper case     (Using Caps lock or with Shift key depress)

Lower case 

Figure 4.7
Upper and 
lower case 
letter 'A'
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Using the SHIFT key
To enter a single upper case character requires a SHIFT key to be pressed at the
same time as the letter key is pressed. Figure 4.8 shows the characters created with
the SHIFT key depressed.

Your turn
The following keys may also be on your keyboard. See if you can find the following keys:
COMMAND, ESC (ESCAPE), PG UP (PAGE UP), PG DN (PAGE DOWN), HOME, END, function keys (F1 to F10,
F12 or F15 depending on the keyboard), NUM LOCK, SCROLL LOCK, PAUSE, BREAK, PR SC (PRINT SCREEN),
INS (INSERT).

Numbers, punctuation marks, symbols and other
characters
Some keys have two characters shown on the key face, for example, Figure 4.9
shows the number 4 on the top row which has the $ symbol above it. The number
4 is the lower case and the $ symbol is the upper case.

On a computer keyboard there is a difference between the capital ‘O’ and zero
(0). Similarly with the lower case letter ‘l’ and number ‘1’.

Table 4.1 shows the punctuation marks and symbols located on most keyboards.
Included in the table is the rule about the general formatting of the mark or
symbol.

When using a computer, only one space is required after most punctuation
marks.

Your turn
Locate the following keys. Do you need to press SHIFT to produce the character?
• . full stop
• ? question mark
• , comma
• $ dollar sign

Figure 4.8 
QWERTY keyboard
(upper case
characters using the
SHIFT keys)

Figure 4.9 
Number 4 and $
key

$

4 Lower case 

Upper case $
4
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Special and unusual symbols
Keyboards can produce characters such as those shown in Figure 4.10 when a
particular font is installed.

Table 4.1 Punctuation and symbol marks

Punctuation marks Name General formatting

. full stop (sometimes called a period) space once after

, comma space once after

: colon space once after

; semi-colon space once after

? question mark space once after

‘   ’ single quotation mark no space between marks and words 
inside quotation marks

“   ” double quotation mark (use when no space between marks and words 
necessary to show a quote inside quotation marks
within a quote)

! exclamation mark space once after

’ apostrophe no space before or after

(   ) parenthesis (also called brackets) no space between marks and words 
inside brackets

/ forward slash no space before or after

— dash no space before or after

- hyphen no space before or after

Mathematical Below are some simple examples of mathematical signs. Some word 
signs/symbols processors can set out complex mathematical equations.

= equals 8 × 3 = 24 one space 
either side

+ plus 8 + 3 = 11 one space 
either side

Pressing SHIFT produces another set of characters. Figure 4.11 shows the
graphic characters that can be created with the Wingdings font.

Figure 4.10
Some of the
symbols available
with some fonts

open closed

open closed

left right
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Special keys
There are also keys for special tasks. Figure 4.12 shows the various special keys.
The names will be different depending on the computer. For example, the BACK

SPACE key operates similarly to the DELETE key on another computer. These special
keys may be called ALT, CTRL, ESC and OPTION. Often these keys will have a special
shape to make them easier to see and touch—for example, CAPS LOCK and ENTER

are larger than the letter and number keys.
The use of a special key can vary according to the software—for example, TAB

for a word processor could set text to a position on a line, on a database it could
move the cursor to the next cell. ESC can be used to cancel the last command
before the ENTER key is pressed.

What does a function key do?
Some keyboards have function keys, which are assigned special functions by the
software. For example, pressing F1 may bring up the Help screen. When used in
conjunction with other keys such as ALT and SHIFT the key may carry out a
different function.

Figure 4.11
Keyboard
characters with
Wingdings font

Move the cursor along a line

Use for upper case letters and numbers

Use for upper case letters and
upper row characters

Press once to leave a space

Remove a character

Go to next line, accept a command

Move around the screen

Cancel an action

Combined with ordinary keys
to perform special actions

Tab

Caps
Lock

Shift

Enter

Space bar

Delete Backspace/

Return   /  

Cursor keys

Special keys

Esc

Ctrl Alt Option

Figure 4.12
Special keys and
their purpose
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Your turn
1 What keys on the keyboard are shaped differently from the letter keys? 

Why are these keys often larger than the letter keys?
2 What is the purpose of special keys on a keyboard? Choose a piece of software familiar 

to you and see if you can do the following with special keys:
• open a document
• print a document
• save a document
• quit a document.

3 Make a list of the keyboard shortcuts that you use for particular pieces of software.

Ergonomics of the keyboard
Ergonomics of the keyboard refers to:

• the size and position of a key
• the shape of a key
• the curve on the face of a key
• the noise a key makes when it is pressed
• the angle of the keyboard
• the tactile response of a keyboard—that is,

the finger pressure required to register the
key being depressed and the distance the
key moves when it is pressed.

When buying a computer, you should examine and test-drive the keyboard.

Operating a keyboard by touch-typing
Touch-typing is using the keyboard with all fingers and the right thumb without
looking at the keys. With practice, both the finger to use and the reach required
to strike the key will become second nature and so it is possible to type without
consciously thinking about where the keys are.

What are the advantages of being able to touch-type?
The advantages of being able to touch-type include:

• attention can be directed to what is being keyed in rather than where the keys
are

• a keyboard operator can type in the range of 40–80 words per minute
compared with handwriting speeds for most people of 20–25 words per
minute.

Home row keys
With touch-typing the fingers have ‘home’ positions on the keyboard. The fingers
always return to these positions after pressing a key. With fingers on the home row
keys the G and H keys can be seen between the hands. Some keyboards have a
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raised dot or marker that is easy to feel on the left (D or F) and right (J or K)
home row keys as a guide, to make sure the correct finger is on the correct key.
Figure 4.13 shows the position of the home fingers in relation to the basic
keyboard as well as giving the name of the home finger.

The space bar is operated by the thumb of the right hand. Figure 4.14 shows how
each finger is allocated a group of keys. Some fingers, such as the F finger, have
responsibility for eight keys, others, such as the D finger, have four keys. The little
fingers have responsibility for special keys, such as the SHIFT, TAB and ENTER.

left right

little littlering ringtall tallindex index
Figure 4.13
Home row position
for fingers
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Your turn
1 If your keyboard has raised dots, on which letter keys are they located? Gently place 

your fingers on these keys and feel the dot with your fingers. Be conscious of the dots
when resting your fingers on the home row keys.

2 Which keys on the keyboard are struck with the A finger?
3 Which hand and which finger of that hand are responsible for the following:

• letter U
• number 8
• full stop (or period)
• letter T
• letter O
• symbol %

What does learning to touch-type involve?
It requires about fifteen hours of continuous training and instruction to become
skilled in the use of the keyboard. Keyboarding is a manual skill and needs
practice on a regular basis for progress. In the early stages, regular sessions over a
short period of time are of most benefit. These sessions will consist mainly of:

• warm-up drills and review of keys already learnt
• introduction to new keys
• short exercises to practise new keys.

Beginners generally have to overcome a few problem areas. Table 4.2 lists some
of these problems.

Table 4.2 Problems usually encountered by the touch-typing beginner

Problem Advice

keys struck with the little fingers such as a, q and the little fingers are usually the weakest; they will 
ENTER seem very difficult develop strength

some reaches seem too far—for example, at first, the fingers may seem a little short to reach 
keys on the upper row, such as the number 1 the upper row; it is a matter of practice and the 

fingers soon become used to stretching the distance

the apparent slowing down in keystroking speed this is only short term; very soon, speeds far in excess 
when a two-finger typist learns to touch type of two-finger typing will be achieved

coordination to type upper case characters using use of the SHIFT keys for capital letters requires some 
the SHIFT keys, which requires the little finger on practice and coordination. If it is a weak area then 
one hand and the keying finger on the other to spend time on drills that improve this area of 
work together, is hard to achieve technique

striking the keys with too much force. Some beginners press the key only with enough force to register the 
become frustrated looking for a key, then ‘dive bomb’ character, it requires less energy and is much quicker.
and bash the key when they find it. develop the skill of using as little pressure as 

possible.

Keyboarding software and learning to touch-type
Software that assists in the teaching and improvement of touch-typing keyboard
skills is classified as a ‘typing tutor’.

WORKSHEETWORKSHEET
002202000

Correct keys
on a keyboard
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Keyboarding software typically:

• allows the user to set targets for the amount of
practice each session

• allows the user to set goal levels of speed and
accuracy

• sets the level of difficulty of the exercises
• advises on recommended drills to overcome

problem areas—for example, practise the
upper row keys

• provides tests of differing time length and
degree of difficulty.

The analysis provided by the software usually
includes:

• comparison of actual practice session with
practice goal

• instant speed and error analysis showing
individual fingers and separate characters

• speed and accuracy figures, expressed in
terms of words typed per minute with
percentage accuracy.

Numeric keypad
The numeric keypad is found on the right-hand side of a
keyboard. The numbers are in the same position for all
keypads. A numeric keypad is useful if a lot of numbers are to
be entered. The keypad is operated with the right hand and
fingers are allocated a column of keys as shown in Figure 4.17.

Figure 4.17
Allocation of keys on a numeric keypad

Figure 4.15 Example of a 
keyboard lesson menu

Figure 4.16
Extract of screen 
display from 'Type' 
software (speed
and accuracy by
letter group)
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Handwriting and voice
Pen computers allow a limited input of information in handwritten form. Voice
recognition is also becoming available for use with personal computers. In the
immediate future, however, the keyboard will be the dominant form of input for
computers.

Your turn
1 Do you think the keyboard will be replaced entirely by other methods of input?
2 List the programs you have used that do not rely solely on keyboarding input.
3 Create a file of articles about alternative input methods such as touch screens, voice

recognition and handwriting devices. How do you think these methods of input compare
with keyboards? What are the things that need to be overcome before these alternative
methods become more common?

Health and safety issues related to computer use

Occupational overuse syndrome
There has been much research into the effect of posture and technique on
keyboarding, particularly in regard to ‘occupational overuse syndrome’. This
syndrome is also referred to as RSI (repetition strain injury). If a keyboard is used
to enter information at high speed for long periods of time without breaks there
is a danger of injury. Occupational overuse syndrome covers a range of pains and
discomforts associated with the soft tissue, tendons and muscles.

Your turn
1 Use a word processor and key in the following text. (Aim to reduce the pressure required

to operate the keys to the bare minimum.)
For this exercise strike the keys on the keyboard as lightly as possible.
Listen to the sound that is made by the keys when you are striking them.The less
noise the better.Try striking the keys with your eyes closed and listen to the noise
the keys make when struck. Strike the keys with firm pressure but not with great
force.

2 What did you notice about the finger pressure required to activate the keys? Would this
make a difference if you were using a keyboard for an extended period of time?

Keyboarding posture and technique
Posture is how you place your body. Correct posture can mean tiring less easily
and preventing undue stress on your body. Being relaxed when using a keyboard
means working more effectively. Get into the habit of adopting good posture and
keyboarding technique at the start of each keyboarding session. Figure 4.18 shows
the correct posture when seated at a keyboard.

Posture and technique can be divided into two main areas:

• how to sit on the chair and address the keyboard and screen
• the position of the arms, hands and fingers on the keyboard and the technique

for pressing the keys.

WORKSHEETWORKSHEET
221211

Voice
recognition
and computing
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Table 4.3 details how to sit on the chair correctly.

Table 4.3

How to sit on the chair

feet should be flat on the floor, about two shoe widths apart

seat your weight is transferred down the back evenly to the seat

back reasonably upright without being stiff

shoulders relaxed without dropping or being stiff

head held up in line with the body—not forward of the body line.

The position of the arms and fingering technique are shown in Table 4.4.

Table 4.4

Arm position and fingering technique

arms hanging along the side of the body, forearms should be parallel to the floor and line of the thighs

wrists should be straight, parallel to the floor and line of the thighs; if necessary the hands can be 
slightly higher than the elbows (within 0 to 20 degrees above horizontal)

fingers relaxed with a gentle curve—fingers should be almost 180 degrees to the keyboard.

Figure 4.18
Correct seating at
a keyboard
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Quickly glance at the keyboard and check the position of your fingers before
you start—you should see the G and H keys in the space between your hands.

Other factors that contribute to a healthy and safe learning and working
environment when using a computer are listed in Table 4.5.

Table 4.5 

Environmental factors for computer work

desk design computer desks have adjustable heights for working areas, for example, the keyboard area.
The mouse should be the same height as the keyboard

desk height a keyboard height in the range of 58–71 cm is suitable for most users

chair design the seat height and back support should be adjustable

seat height the height should be adjustable so the feet rest flat on the floor, and the hands address the 
keyboard correctly

screen height the top of the screen should be at or slightly below eye height

screen distance in the range 45–71 cm is satisfactory. If the monitor has controls for brightness and contrast 
these may need adjustment.

Work area and practices
When sitting at a desk make sure the things you need are within easy reach. If you
are keying in large amounts of information it is important to take rest periods
away from the computer.

Your turn
1 Describe the environment in which you use a computer. Mention factors such as 

furniture, desks, chairs, lighting and workspace. How easy is it to work in this
environment?

2 What type of ergonomic aids do you use when working at a computer?

Review questions
1 What different types of keys are found on a computer keyboard?
2 Explain the purpose and function of CAPS LOCK and SHIFT.
3 Why are sentences typed in capital letters difficult to read?
4 Why is correct posture important when using a keyboard?
5 How can keyboards be different in terms of ergonomics?

?

WORKSHEETWORKSHEET
2222222

Health and
Safety
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Now try these
1 The following keys may be on your keyboard. See if you can find the following keys: CTRL,

ALT, ESC, DEL, PG UP, PG DN, INS, HOME, END, function keys, SCROLL, PAUSE, BREAK, PRINT SCREEN.
2 Interview a person who spends his or her working time mainly using a computer.

Find out how importantly this person rates health and safety issues. Does he or she vary
activities to prevent spending a long period keying in information?

3 Describe the keyboard you are using. The following points may provide a guide:
• name and make of the keyboard
• whether or not the manufacturer of the keyboard is different from that of the

computer
• how the keys feel when they are struck
• the size and shape of the keyboard
• whether or not the angle of the keyboard can be adjusted
• whether or not the keyboard has raised dots to help fingers locate the keys by touch.
Find another keyboard and prepare a comparison report. If possible, find a keyboard
produced by another manufacturer.

4 Examine keyboards for a laptop computer and a desktop computer. What are the main
differences between the keyboards regarding:
• size of the keyboard
• size of the keys
• number of the keys
• ease with which the angle of the keyboard can be adjusted
• support given to the wrists?
Which keyboard do you think is easier to operate?

▲


