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You use the keyboard to type instructions for your computer, and to type information you
want your conputer to process. All Keyboards have letter keys, punctuation keys, and a spacebar,
which resemble the keys on a typy- writer. Most keyboards also have function, numeric, and
arrow keys, in addition to Alt, Ctrl, Del, amd Enter or Return keys, Their placement on the
keyboard is determinde by the computer manufacturer; how they are usde is determined by the
sofware you are using.

Because the number keys are grouped together on the numeric keypad. the keypad is a
quick and easy way to type numbers. With many sofware vproducts, you must press the
NUMLOCK key before using the Caps Lock key on your typewriter.

When you press the Num Lock key on the numeric keypad the numbers you in addition to
the standard. Numeric, arrow. And function keys, extended keyboards includw BACKSPACE,
INS, DEL, PAGE KOWN, HOME, and END keys. Typcally, You can use the PAGE UP, PAGE
KOWN, HOMW, and END keys to move around or scroll through information on your screen,
and you can use the BACKSPACE, INS, and DEL keys to edit text. As with other keys on your
keyboard, what these keys do depennds on the software you are using.
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