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Module 2-CLB 2/3-Digital Skill 1-Part A-Practice A-Handout

Work in pairs. Sit at a computer.
1 student asks and 1 student answers, then switch.

Ask your partner:
Show me the Enter key. or Where is the Enter key?

Now ask about these keys:

Enter Backspace  Shift  ArrowKeys  Spacebar Delete

Ask your partner these questions.
Don't give the answer to your partner. Let them try to answer.

1. You want only one letter capital. Capital F. What do you press?

Answer: Shift + the letter T—r——— ‘__;Eﬁ: _‘R_“ -
b L c L
hift D F
B \ [ ____==j__\

2. You want all letters capital. What do you press? — [rap _b ‘w [
Answer: Caps Lock t:i l I [

\Eggk “'A ‘, ’
! A

B I

A

3. Turn off Caps Lock. What do you do? Answer: Press Caps Lock again

4. You need a space between words. What do you press?

A

Answer: Spacebar
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Module 2-CLB 2/3-Digital Skill 1-Part A-Practice-A-Handout

5. You typed the wrong letter. Go back and erase it. What do you press?

Answer: Backspace —
Hno ]FH F12

6. You want to go down a line. What do you press?

Answer: Enter - e
ol nter
B 1 — q\
? hift
)/ 8

7. Erase a letter to the right of the cursor. What key do you press?

Answer: Delete
Home [’ l

End rage

Insert |

/If e te

Down

8. Move the cursor up, down, right and left. Don't delete any letters. What keys do you press?

Answer: Arrow Keys
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Module 2-CLB 2/3-Digital Skill 1-Part A-Practice B-Handout

Parts of the Keyboard
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Crtl I Alt | Alt ‘ | ‘U g

¢—|$ —
Ins Rei__

| |

o {

Backspace Shift Caps Lock
Spacebar Enter Arrow Keys
Delete Escape Shift
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Module 2-CLB 2/3-Digital Skill 1-Part A-Practice B-Handout-Answer Key 23
Parts of the Keyboard
Escape Backspace Delete
ot/ o e = o [ P P P R B R PP P N PP S
w| FEJTE] | o e ) i el
A A A A il 1 )
n 2 3 4 5 6 7 8 9 0 =
@ |0 W |E IR [T ¥ [0 7 0P I [F 1 Deilee(End (oge™) (7 [8 |9 [+
lf?é[’: 1A\|1S[‘DTFG H [/ Klr.i l [‘_m’l jl ‘ B ; 6
'sﬁﬁm l’ 7 T I c v 18 N R R : rﬁ‘qm‘; ' ;- i ? Enter
[ E] \ | F N
Shift \Spacebar Y  Arrow Keys
Caps Lock Shift J Enter
Backspace Shift Caps Lock
Spacebar Enter Arrow Keys
Delete Escape Shift
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Module 2-Literacy-CLB 1-Digital Skill 1-Part A -Practice C-Handout

CANADA NEW WEST VANCOUVER
BURNABY CAPITALS KEYS
COMPUTER CLASS NAME

BC FRIDAY ISSBC

Fo I F10 Iru I F12 ‘ Ms:rrcmﬁ‘ F‘r:::
EEET EEFE EET
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Ins Del
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Module 2-Literacy-CLB 1-Digital Skill 1-Part A -Practice C-Handout [ g |

Canada New West Vancouver
Burnaby Capitals Keys
Computer Class Saturday
Friday Monday Sunday
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Module 2 CLB 2/3 Digital Skill 1-Part A-Your Turn-Handout A

—

Backspace J

/
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| | | ] =1
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loonei loonei- loonie
dollra dollre: dollar
Vancouvre Vancouvre Vancouver
Fridya Fridya Friday
Novembar Novembat November
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Module 2 CLB 2/3 Digital Skill 1-Part A-Your Turn-Handout A

A
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Module 2-CLB 2/3-Digital Skill 1-Part A-Your Turn-Handout B

asdfjkl

asdfjkl

ASDRJKL

ASDFJKL

FFDdSsAaJjKkLl

Canada

First Naome

Last Name

Street

Phone Number

Time
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Module 2-CLB 2/3-Digital Skill 1-Part B-Practice-Handout

Work in pairs. Sit at a computer.
1 student asks and 1 student answers, then switch.

Ask your partner:
Show me the Enter key. or Where is the Enter key?

Now ask about these keys:

Home End . Dot / period Numbers Hyphen - @ At

Ask your partner these questions.
Don't give the answer to your partner. Let them try to answer.

1. Type a question mark (?). Show me how.

A

? Question Mark

Answer: Shift + ?

- 1 - " t
cae A |s ] 1 [ ”
o .’ i E : - ‘_'
Shift > ‘ ? Fhm
g X\ AN
N\ B N\ o
2. Type the @ (at) symbol. Show me how.
Answer: Shift + @
. nter o~ /
| 14

; -
* ? ift

]/ ]55 =
o N\

3. Go to the beginning of a line. What do you press?

Answer: Home

refere [Page
own
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Module 2-CLB 2/3-Digital Skill 1-Part B-Practice-Handout

4. Move your cursor to the end of a line. What do you press?
Answer: End

Insert
Up

Home lPage

Down

5. Type these numbers: 479182

Do you use the Shift key? Answer: No

6. Which key has the dot or period? Show me.
Answer: Point to this key
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Module 2-CLB 2/3-Digital Skill 1-Part B-Your Turn-Handout 3.3

Telephone 604-522-5902

1-800-622-6232

Who is she?
My mother-in-law.

Her email is betty-lee6/7@gmail.com

QRPREARR@-@-@??7?7@7-@°7

What is the address?

125-757 W. Hastings St
V8W 9S5
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Module 2-CLB 2/3-Digital Skill 2-Practice-Visual A

Correct Finger Placement on the Keyboard

- |7 (@ [# [s % & ]t T 17 I 17 rﬂou insert r— % T
1|2 4 I5 J6 )z Js lo lo |- |= |«
Tab Q w |E R i Y u 1 0 P { } | Delete 7 8 9 L
— ] i3
G H 4 5 6
' « | |
B N i 1 2 3 Enter
& Y t ¢
crtl crrl [5 ]’
| § |- .
ins Del
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Module 2-CLB 2/3-Digital Skill 2-Practice-Visual B | 53 |

Correct Finger Placement on the Keyboard

Left Hand Keys Right Hand Keys

/ * <
8 [9 [+
t

5 6
.

2 |3 [Enter
4
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Module 2-CLB 2/3-Digital Skill 3-Learn-Visual A

Sitting Correctly

A

Eyes here
Your back
straight
Y
Chair Arms
Supports - FelCIXGd
your back at 90
degrees
Legs
about 90
degrees
i
L]
L]
Chair '
height .
]
: Feet flat
i on floor
v orona
footrest
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Module 2-CLB 2-3-Digital Skill 3-Learn-Visual B | 55 |
J =

The Right and Wrong Way to Use the Keyboard

correct correct

correct incorrect

correct incorrect
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Module 2-CLB 2/3-Digital Skill 3-Learn-Visual B

The Right and Wrong Way to Use the Keyboard

correct correct

correct incorrect

W | |

correct incorrect
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Module 2-CLB 2/3-Digital Skill 4-Review-Visual

Cursor Shapes

Arrow

I-beam

Hand
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout -Visual Steps
Sign Up [/ Register for Typing.com

1.  Open the browser Google Chrome

Mew Tab = +
C G Search Google or type 2 URL

= Apps i@ GoogieSsarch g% Office 285 sign in Yanoo @t Mew Track Oé

Google

Q. Search Google or type a URL

| G % ]

Sign in to you... Yahoo Google Images Tutela.ca Personal Bank...

n (Y Type here to search

2.  Clickin the address bar and type: typing.com and press Enter

Mew Tab L

c( @ typingcom
= obpps @ @ T TEmmTia Type | Free Typing Tutor - Typing.com - typing.com

Q  typingcom - Google Search
2 typing.com games

2 typing.com login

2 typing.com for kids

2 typing.com test

2 typing.com hack

@ typing.com/student

Q. Search Google or type a URL

| G % ]

Sign in to you... Yahoo Google Images Tutela.ca Personal Bank...

n £ Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout -Visual Steps | 53 |

3.  Click on Sign up Now

T Learn o Tupe | Froe Typing Tuto. X + = a
* C @ typing.com -4 . 3
my US English Teacher Login » Student Login »

typll"lg .com Teachers  Schools & Districts  Curriculum  Students »

Teaching the Foundations
(o] l [=Tel gTg o] (eTs)Y,

v Keyboarding, Digital Literacy, & Coding
v Powerful District & Classroom Management
v FREE for Everyonel

s

u Pe Type here to search

4. Click on Student Signup

% Leam to Type | Free Typing Tute. X = - w

€ C @& typingcom % . .

typ'ng com Teachers  Schools & Districts ~ Curriculum  Students Sign Up Now =

Teacher Signup

Student Signup
- —

Teaching the Foundations
of Technology]|

v Keyboarding, Digital Literacy, & Coding

v Powerful District & Classroom Management
v FREE for Everyonel

s

httos /s typing.com teachar/signup

n je. Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps

5. Type:
A. Username
B. Password. Something easy for you to remember.
C. the Password again.

t sion Up - Tyoing.cam ® +

< C @ typing.com/student/signup

Student Signup
Sign up with Google Sign up with Clever Sign up with ClassLink

! i .
Learn the Foundations of Smane

Technology, FREE!

Build essential skills with our comprehensive Password *

curriculum including keyboarding, digital

literacy, and coding!

SHOW

Email (optional)

Mot a student? Teacher Signup

years of age or older and agree to the Privacy Policy and Terms of Service, or am being

directed to signup by an adult who has agree to the Privacy Policy and Terms of Service

pel Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps

6. Click on the box below:

x o+

« C @ typingcom/student/signug

n up with Google Sign up with Clever Sign up with ClassLink

. U -
Learn the Foundations of
Technology, FREE!
Build essential skills with our comprehensive Password *

curniculum including keyboarding, digital
literacy, and coding! SHOW

Email (optional)

Mot a student? Teacher Signup

I am 13 years of age or clder and agree to the Privacy Policy and Terms of Service, or am being
directed to signup by an adult whe has agree to the Privacy Policy and Terms of Service

Sign Up

L Type here to search

7.  Click on Sign up

£ Sign Up - Typing.com o

« C @ typingcom/student/signug

Sign up with Google Sign up with Clever Sign up with ClassLink

. U -
Learn the Foundations of
Technology, FREE!
Build essential skills with our comprehensive Password *

curniculum including keyboarding, digital
literacy, and coding! SHOW

Email (optional)

Mot a student? Teacher Signup

I am 13 years of age or clder and agree to the Privacy Policy and Terms of Service, or am being
directed to signup by an adult whe has agree to the Privacy Policy and Terms of Service

Sign Up

L Bl O Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps | 53 |

8. Start with the first lesson.

% Typing Lessons | Leam Touch Ty, X +

€ C @& typingcomSstudentessans * 0 :

: Typing Seedling (1/5) 7,000 xp 1o ga

Getting Started

v

1 J, F, and Space

Intermediate

2 U, R, and K Keys

Advanced

3 D, E and | Keys

Digital Literacy

Tech Readiness

n £ Type here to search

9. Click on Skip Video

% Typing Lessons | ) F, and Space X +

< | @ fypingcom/studentessan/339/-F-ancd-space k- 4 o .

, EREI mm| .«l | B
- H N SRR =

- N A
—

s | sl SR Taxlisosaig

n £ Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps | 53 |

10. Listen, watch and practice.

T typing Lessaes | A, F and Spa * +

L 2 C @& typingcom/student/lesson,/359/j-f-and-space

=] typingmm 3, F, and Space; Let's Get Started)

Howdy! Use your right index finger to:

Type the J key

S
I ® # $ % - B i ) - +
1 2 -] 4 E -} ? 8 ° o - - delete &
{ 1] |
- Q w E R T Y u | ¥ ] A I 4 :
capslock § A s b F G H enter |
» y—4
shift z o Ny v B it shift
e e =
1
ctrl alt et alt ctrl
Rl 4 » ¥ 5o -
s ¥ | ¥ 8
n }3 Type here to search
B Typing Lessans | . F, acd Spac x + ()
« C @ typing.com/student/lesson/259/-f-and-space 1 o

(<] typirlg_,;._-..,-. 2, F, and Space: Let's Get Started!

Howdy! Use your right index finger to:

Type the u key

You Found It!

Remember where that  J  key is, because we're going to practice it now!

Press ENTER | to beg)
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps | 53 |

A1, e e L'y G, oo

b lyping lessons | ), F and Space. X o s
L 2 C @& typingcom/student/lesson,/359/j-f-and-space b= o

=] typing g J, F, and Space: Let's Get Started)

Earn this star by getting al

You ga

—

You earned 3/3 stars for accuracy!

- | Typing Seedling (1/5) 6,985 xp to ga

—

Your speed for this screen was 96wen with 100% accuracy.

«Backto lessons

Lesson PrOgrESS 111 Screens Completed

2 Type here to search
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Module 2-CLB 2/3-Digital Skill 4-Learn-Handout-Visual Steps

1. Log out.
Click on your Username in the top right corner.

a.
b.

Click on Log Out

B yping Lessons | Leart Touch 1y, % #

-~

C @ typingom/student/lessans

-

¥  Typing Lessons

Ooma Office

Beginner

Intermediate
Advanced

Sign up

Digltal Literacy

n p Type here to search

12. Close the program: Click on the X.

R Log - Tvpingcomw *® +

L C & typing.com/student/login

typing com

Learn the Foundations of
Technology, FREE!

Build essential with our comprehensive
g keyboarding, digital

literacy, and coding!

curriculum inc

Mot a student? Teacher Login

L B .2 Type here ta search

Typing Seedling (1/5)

@3
e ]

Lessons Tests

£.985 xp 1o go

Getting Started
J, F, and Space

Avg Soced: 96 WP Avg Acc:100%  Time: 0:01

a Log in with Google Log in with Clever

Username or Email

Games Achievements Themes

Account Setbngs

Leg Out

94

Student Login

P Resume

[ clairaiiio v

Log in with ClassLink

Forgot your legin info?

Next
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