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The Rajasthan Urban Cooperative Banks' Federation Ltd., Jaipur

Computer Education

Computer : A computer is an electronic device which can do fast and accurate Calculation and
many other tasks. Computer mainly performs 3 basic functions: input (receiving data), processing
(manipulating data according to instructions), and output (displaying the processed results), with
different parts of the computer system dedicated to each function, including input devices like
keyboards, processing units like the CPU, and output devices like monitors; essentially, a computer
takes raw data as input, processes it based on given instructions, and then presents the processed
information as output.

Functions of computer: The following functions are performed by a computer:-

e Entering data : Data can be entered by pressing the Keys of keyboard The data entering is
called as input.

e Processing data: The computer acts on the basis of entered data and performs calculations for
computer data. This is called processing of data. Large amount of data can be stored by a
computer. The data entered into a computer brain given the instructions to save it. It is stored
in its hard disc. In addition to the hard disc, floppy disc, CD ROMs, Pen Drive etc. are used to
store information permanently.

e Output: After processing the data, the computer gives result. this is called output. The result
displayed on the screen of the monitor is called the soft copy of the output and also be printed
on paper using a printer. The printed paper is called the hard copy of the computer.

Parts of a computer: Mainly, the computer comprises of 4 parts. Key Board, Monitor, CPU and
Mouse. In the Desktop, these four parts are separately connected with cables

e Keyboard - A keyboard is a data input device for computers where keys are arranged in the
model of a typewriter. You can type text, letters, alphabet numbers, names, addresses etc. by
pressing keys on the keyboard.

e Monitor - A computer display, monitor or screen is a external device of the computer capable of
showing still or moving images. Monitor is an output device which displays the result of the
task formed by the computer. You can also watch movies and films on a monitor.

e CPU - A Central Processing Unit refers to a part of Computer that interprets and carried out or
processes instructions . It controls all the functions of a computer. Like humans the computer
also has a brain where it stores the information of the entered data. This part of the computer
is called memory. The information in the memory can be altered or erased. It can also be used,
as and when required.

e Mouse- Mouse is an input device normally connected by a cable to a computer. Mouse actions
are click. To click, gently press the left mouse button once and release. To double click gently
press the left mouse button twice within a short travel of time and release of.

Description of Key Board

Since the invention of the keyboard, many writing tasks have become easy to perform, like
typing with alphabet keys or account keeping with number keys. Also, with the rapid and
comprehensive advancements in technology, the keyboard has made its way into smart phones,
making it even more accessible. Nowadays, some tasks cannot be completed without the use of the
keyboard. So, to understand the keyboard in-depth to speed up your tasks in daily life, you should
know the types of keys on a computer keyboard.
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How Many Types of Keys on a Computer Keyboard
If you look at the keyboard on your Desktop or Laptop, you will see the different sets of keys with
specific indicative letters on them. These keys are classified to accommodate different functions that
you can use to perform specific actions after pressing them. The classification of these keyboard
keys can be seen as:

o Alphabet Keys

e Number Keys

e Punctuation Keys
o Special Keys

e Modifier Keys

e Function Keys

e Navigation Keys
e Toggle Keys

These eight types of keys on a computer keyboard allow you to perform several actions and
shortcuts to use the keyboard comprehensively. Now, let us learn what are the different types of keys
in a computer keyboard in detail with the functions of every key on the computer keyboard.

1. Alphabet Keys
A to Z keys are called alphabet keys which are the most important types of keys on keyboard.

e There are 26 alphabet keys on the keyboard. You can use these alphabet keys to type out
words to form sentences and paragraphs for essays, documents, or articles, like the one
you are reading now.

e With the use of the Shift key, which is a modifier key, you can also type uppercase and
lowercase letters to maintain the grammatical and formatting rules in the writing.

2. Number Keys

The number keys are situated in two locations on the keyboard with different functions. In both
locations, there are 10 keys, ranging from 1 to 0.
Option I: Symbol Keys

The number keys directly above the alphabet keys also work as symbol keys. These symbols can
also be typed out using the Shift key. Below is the table representation of each key denoting the
symbol it functions:

Number Keys Respective Symbols
!

@
#

$
%

N

&

*

(
)

O O 0o NO OB w DN
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Option I1: Numeric Keypad

It is situated at the end of the right side of the keyboard. It resembles the telephone number pads. It
also operated in these two different modes:

e Num Lock On: All the keys, from 1 to 0, produces the respective digits.
e Num Lock Off: The keys 7, 1, 9, and 3 act like scroll keys, and 8, 2. 4, and 6 like navigation
keys.

Number Keys Functions

Home

End

Pg Up

Pg Dn

Up Arrow Key
Down Arrow Key
Left Arrow Key
Right Arrow Key
5

Insert Key

g1 o AN OO W O -,

o

3. Punctuation Keys
The punctuation keys are also one of the important types of keys on a computer keyboard.

e The punctuations like comma (,), full stop (.), semicolon (;), colon (:), etc. are present on every
keyboard.

e These punctuation keys can be used to produce two punctuation marks with one key with the
help of the Shift key.

e These keys are most important to correctly punctuate the written text to produce grammatically
correct and properly punctuated text.

4. Special Keys

The special keys present on the keyboard are used to carry out special actions in the text editor.
Some of the special keys and their functions are listed below:

Spacebar key: To give spacing between two independent words to form a sentence.

Enter key: To shift the cursor to the next line in the text editor.

Backspace key: To delete the words and spacing before the cursor.

Windows key: To open the Start Menu and use different shortcuts, like Windows + | to open

the Settings app.

e Escape key (Esc): To close a popup window or to cancel/interrupt current running
programs/processes.

e Delete key: To delete selected images or text.

5. Modifier Keys

Modifier keys are used to modify the action of another specific key for a temporary period. Also,
modifier keys have no function on their own. They have to be used in combination to perform a
certain action or function.

o Shift key: To toggle between uppercase/lowercase letters or switch between two different
punctuations with one specific key.
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Control key (Ctrl): To open a new tab in the browser, create new folders, open different task
windows, etc.

Alt (Alternate) key: To alternate the function of the other pressed keys on the keyboard.

Alt Gr (Alternate Graphic) key: To type characters like ©, a, @, etc., with the help of the
alphabet and other modifier keys.

. Function Keys

The function keys begin with the letter F and reside on the topmost part of the keyboard. The
function keys on the keyboard start from F1 and end at F12. There is also an additional function key
Fn on the keyboard.

F1: To open the help menu in Microsoft Office applications and a help window in browsers, like
Microsoft Edge and Google Chrome.

F2: To access file edit functions or even files in Windows Explorer, Microsoft Excel, and other
several programs.

F3: To search files and folders in the Windows File Explorer and other applications as well. Shift
+ F3 allows users to search backward.

F4: Ctrl + F4 is used to close a tab in a browser window. Alt + F4 is used to close the entire
browser window and shut down the Windows PC.

F5: To refresh/reload a tab in a browser window and refresh the folder in File Explorer as well.
F6: To highlight and select the URL in a browser window. Also, it is used to move to the next
pane in PowerPoint.

F7: To perform Caret Browsing, meaning using a web page without the help of a mouse, like
highlighting the selections. In the word processors and text editors, it is used to navigate to the
different sentences within the document.

F8: To open macros dialog with the Alt key.

F9: To refresh a document in Microsoft Word and recalculate the workbook in Excel.

F10: To activate the menu bar. It also activates the context menu when used in combination with
the Shift key.

F11: To open the script editor and visual basic editor when used in combination with Shift and
Alt keys.

F12: To open Developer Tools in various browsers like Google Chrome, Microsoft Edge,
Mozilla Firefox, etc.

Fn: To perform toggle screen brightness, increase/decrease volume, and many other actions in
combination with the F1 to F12 function keys.

7. Navigation Keys

Navigation keys are 4 types of keys on a computer keyboard that are essential with the following
functions to utilize:

8

These navigation keys are used to navigate a webpage or a text editor window line by line.
As mentioned before, the Numeric Keypad keys: 8, 4, 2, and 6 can also be used as navigation
keys when the Num Lock is off.

These keys are very useful when playing games or handling tasks like video editing.

. Toggle Keys

The toggle keys toggle the action of specific keys for a period until the toggle key is active. There
are -

Caps Lock: When active, the alphabet keys type letters in uppercase, otherwise lowercase.
Num Lock: As mentioned before, it is used to toggle the actions of the numerical keys on the
keyboard.
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