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Unit 1 Using RKeyboard
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Technical Skill 1: Mastering Goal

Task-1 Using Keyboard

Keyboard (####) is the most important input device (%) .
Information (f5/8) is usually inputted into a computer by typing
characters (%fF) with the keyboard.

When you are working at a computer desk, please pay much
attention to your sitting posture (¥Z7), and it’s good for your health.

There are four parts of a keyboard.

@ A typewriter keyboard area

@ A Numeric keypad

@ Function keys

@ Control keys

l Function Keys '

s ls 17 le :
elwle(riTiviulijo]pr
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Typewri ter Keyboard area Control Keys
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Task-2 Let’s Go Deep into Their Functions
1352 iLENt—FEECNNIDEE

q@n A set of character keys, the main part of a keyboard for typing characters in. F/5&, &

= BmEERS, FARRAER.

i@ Numeric keys. E.g. simultaneously press “Shift” key together to print the upper symbol

21 @ Y4, Hitn, FRET Shift BEZHE, THEEBHEES ‘@7,

) Allocation key. You can find a small bulge (/»5#2) on it to judge your finger position.
R, HERSSR A TR E TR

#= A set of shortcut function keys, normally from F1 to F12 . tREEThREEE, B #5418 F1~F12

A set of navigation keys. Control the cursor or insertion point on the screen
| = | by pressing one of them. i . #ich 3> — AT LU IR BE b IR AR R
BN RIIALE .

Shift Key #uf44 , B Enter Key [Fl%4
Capital Lock K5 % & & e | Escape 1B
: m Back Space Bk g Numric Lock $F8{z 8
Bul| Control #hil4g @ Alternate 4t
B msert AR 5] Delete Mg
| Home FFiifrE ) End g E
£ Page Up AT#EBIT Page Down [5iBH# T
B) Print Screen FEHEST I E Scroll Lock 34l

£ pause =

b

Task-3 Little Game for Combined Keys

Start the Word, and then write your name in a new Word document.
@ Choose your name first, and then press “Ctrl+]” at the same time.
@ After that, press “Ctrl+ [”. Tell me, what do you see on the screen?
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@ Then, press “Ctrl+Z”, watch your screen carefully.

i SR .

I‘

353 HSENiEYE

JE 3 Word, 7EHTHI Word U 'E FARII L F .
@ EPRINEFE, REFRAMIET “Cul+]” &.
@ T “Cul+]” 8, RERELERTHA?
o T “Cul+z” B8, HEEFRE.
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Technical Skill 2: Nuclear Words

allocation [.eeleu’'keif an] nEPL, “E
alternate ['0:ta:neit] v, TE
bulge [bald3] n. HE Ay
capital ['keepital] n KEZEE, BHH
character ['keerikta] n R/, R
combined [kam'baind] adj AEW, &4
computer [kem'pju:ta] n.otEHL

control [kan'traul] n./vt. 33|

cursor ['koa:sa] nJytbR, ¥RE
delete [di' li:t] ve. T B

device [di'vais] nik%, EE
document ['dokjumant] n. 3, SCRY
enter ['enta] vt N, [E1%E
escape [is'keip] niviBH, T
function ['fAnk[ en] n.IheE, 1EH
information [.infe'meifan] nHE, Bk, F8
input ['input] n/vtEIN

insert [in'sa:t] vt nAEAY
insertion [in'sa:[an] K PN

key [ki:] n. g

keyboard ['ki:bo:d] n 25
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keypad ['ki:peed] n/NESE, BX

navigation [inaevi'geif an] n 3L, WL, AT

normally ['no:mali] adv.IEFHL, EHEH

numeric [nju:'merik] adj. BFH

pause [p2:2] vi./n 15

position [pa'zi an] nArE, B ve s E
press [pres] nitJE, %

print [print] vATER, Ek

screen [skriin] nFRRE: v HER BB Vi
scroll [skraul] vi.lR%, BR

set [set] vICE; n—Ht; ad)[EER

shift [[ ift] n¥tig, B3

shortcut ['[ 9:tkat] ntREE, 5

simultaneously [simal'teiniasli] adv.[F] i Hh

symbol ['simbal] nfFs, i85, BRI

type [taip] n KR v ITF

typewriter ['taipraita] nFTFHL

upper ['Apa] adj. LTEE, _EERH)

Technical Skill 3: Practice and Enhancement

Task-1 Notice to the Text
1. Cursor tir

A bright, usually blinking, movable indicator on a display, marking the position at which a
character can be entered, corrected, or deleted.

oAy LSRR R INEIH . ARSINTRRA, TR LR, BRI 2
E A

2. Keypad /@g#

An input device, sometimes part of a standard typewriter keyboard, consisting of a separate
area of numerical and function keys arranged for efficient data entry.

—HMMAGRE, EW R FRE NS, S FHURES B R
MDA .

3. Grammatical point E£E S

@ Information is usually inputted into a computer by typing characters with the keyboard.

AJ “..by typing characters with the keyboard” & by 5| H BT RIRE, FFEH “bl
fERA ERid FRI TR AR,

@ When you are working at a computer desk, please pay much attention to your sitting
posture, and it’s good for your health.
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fjH “..is good for...” Y& H H F1d 4 be good for (Xit------FIFAL, X2, HLUK
KFH be good at (FEK) %%,

® A set of shortcut function keys, normally from F1 to F12.

] a set of AR “—FRF---o e 7, RV ENFEES I B — MR EENH
H, RLIEHIEF a series of, a team of, a group of %%,

—REEFRIAAREEEERNYY, XS ERRIENAERAHD.

Task-2 Phrase and Abbreviation

1. Num numeric  #FH)
2. Ctrl control
3.Esc Escape B
4. Alt Alternate  J]#:

Task-3 Your Understanding Check
Activity I Choose the best answer

1. Information is usually inputted into a computer by typing characters with the

A. screen B. mouse C. keyboard D. printer
2. There are parts of a keyboard.
A.two B. three C. four D. five
3. A set of shortcut function keys, normally from
A.F5to F10 B. F6 to F12 C.At0E D. F1 to F12
4. A set of keys, the main part of keyboard for typing characters in.
A. Num Lock B. character C. Page Up D. insert
5. We can press one numeric key and " key at the same time to print the upper symbol
“@”.
A. Ctrl B. Esc C. Delete D. Shift

Activity 1 Fill in the blanks with proper words

1. is the main part of keyboard for typing characters in.
2 into a computer by typing characters with the keyboard.
3. is to control the cursor or insertion point on the screen by pressing one of them.

4. You can find a small bulge on it to judge

5. Tell me, what do you see 4

Activity Il Translate the following into English

1. @ 2. Bk 3. %
4 FHE 5. 4T 6. /Nt
7. B 8. 1% 9. Jh¥

10. &ML 11. 58 12, X8



