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CLB

Module 2-CLB 4-Digital Skill 1-Practice-Handout A

Work in pairs.
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:

Enter Backspace Page up Shift Arrow Keys Page Down
Spacebar Delete Home @ ! End ? - ,

Now ask your partner these questions.
Don't give the answer to your partner. Give them time to try to find it.

1. What key (or keys) do you use when you want to make one letter capital?
Answer: Shift + the letter

2. You want all the letters to be capital. What do you press?
Answer: Caps Lock

3. How do you make letters small again after using Caps Lock?
Answer: Press Caps Lock again

4. You need to make a space between words. What do you press?
Answer: Spacebar

5. You typed the wrong letter or symbol. You want to go back and remove it. What key do you press?
Answer: Backspace

6. You want to go down a line. What do you press?
Answer: Enter
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Module 2-CLB 4-Digital Skill 1-Practice-Handout A &8
9 gV

7. Your cursor is in the middle of some text. You want to remove a letter to the right of the cursor.
What key do you press? Answer: Delete

8. You want to move the cursor but not delete any text. What keys do you press?
Answer: Arrow Keys

9. Can you type a ? mark. How do you do it?
Answer: Shift + ?

10.How do you type the @ symbol?
Answer: Shift + @

11.You want to go to the beginning of a line. What do you press?
Answer: Home

12.What key moves your cursor to the end of a line?
Answer: End
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Module 2-CLB 4-Digital Skill 1-Practice-Handout B ©
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Module 2-CLB 4-Digital Skill 1-Practice-Handout B ©
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Module 2-CLB 4-Digital Skill 1-Practice-Handout B ©
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Module 2-CLB 4-Digital Skill 1-Practice-Handout B 4
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Module 2-CLB 4-Digital Skill 1-Practice Handout C

Telephone 604-522-5902

1-800-622-6232

Who is she?
She is 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 4-Digital Skill 1-Your Turn-Handout A 4
Parts of the Keyboard
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Backspace Shift
Spacebar Enter
Delete Escape
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Module 2-CLB 4-Digital Skill 1-Your Turn-Handout A-Answer Key

CLB

==
Parts of the Keyboard

Escape Backspace Delete
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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-CLB 4-Digital Skill 1-Your Turn-Handout B

CLB
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Write the number at the end of the correct line. #1 is already done as an example.

© N vk LD

10.
11.

12.
13.
14.
15.
16.
17.

This key has the comma

Use this key to move down to the next line.
This key makes a space.

The question mark is on this key.

Erase to the left of the cursor with this key.
Erase to the right of the cursor with this key.
This key has the apostrophe.

This key makes a capital letter when you press and hold it down with the letter.
There are 2 of them. It also lets you type the top symbols on keys.

This key has the dot or period key.
Use this key to make all the letters CAPITAL.

These keys let you move the cursor up, down, right or left but not delete any typing.
Called the “Arrow Keys”.

This key has the “at” symbol used in email addresses.
This key moves the cursor to the end of the line.

This key moves the cursor to the beginning of the line.
This key has the exclamation mark!

The cursor jumps up the page with this key

The cursor jumps down the page with this key
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Module 2-CLB 4-Digital Skill 1-Your Turn-Handout B -Answer Key

CLB
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Write the number at the end of the correct line. #1 is already done as an example.

© N ULk

10.
11.

12.
13.
14.
15.
16.
17.

This key has the comma

Use this key to move down to the next line.
This key makes a space.

The question mark is on this key.

Erase to the left of the cursor with this key.
Erase to the right of the cursor with this key.
This key has the apostrophe.

This key makes a capital letter when you press and hold it down with the letter.
There are 2 of them. It also lets you type the top symbols on keys.

This key has the dot or period key.
Use this key to make all the letters CAPITAL.

These keys let you move the cursor up, down, right or left but not delete any typing.
Called the “Arrow Keys”.

This key has the “at” symbol used in email addresses.
This key moves the cursor to the end of the line.

This key moves the cursor to the beginning of the line.
This key has the exclamation mark!

The cursor jumps up the page with this key

The cursor jumps down the page with this key
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Module 2-CLB 4-Digital Skill 2-Practice-Visual A

CLB
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Correct Finger Placement on the Keyboard
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Module 2-CLB 4-Digital Skill 2-Practice-Visual B

Correct Finger Placement on the Keyboard

Left Hand Keys Right Hand Keys

CLB
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Module 2-CLB 4-Digital Skill 3-Learn-Visual A 4
2o
Sitting Correctly
............... Eyes near
top of
screen
Your back
straight
.
Chair Arms
supports - relaxed
your back at 90
degrees
Legs
about 90
degrees
i
Adjust |
chair :
height :
: Feet flat
| on floor
L orona
footrest
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Module 2-CLB 4-Digital Skill 3-Learn-Visual B

The Right and Wrong Way to Use the Keyboard

correct correct

correct incorrect

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

Cursor Shapes

Arrow

I-beam

Hand
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Module 2-CLB 4-Digital Skill 4-Learn-Handout

Sign Up [ Register for Typing.com

1. Open the browser Google Chrome

2. Click in the address bar and type: typing.com
(The website will open.)

3. Click on Sign up Now
4. Click on Student Signup

5. Type:
A. aUsername
B. aPassword. Something easy for you to remember.

C. the Password again.
(NB: It's important to keep your usernames and passwords private.
Make a note of /write down your username and password in a private place.)

6. Click on the boxes below except:
“| consent to receive information and updates from Typing.com
(you can unsubscribe at any timel)”
7. Click on Sign up
8. Start with the first lesson (Click on Skip Video)
Listen, watch and practice.
Remember: Place your fingers on the home keys. Make sure you copy what you see.
Finished practicing?
9. Logout:
a. Click on your Username in the top right corner.
b. Click on Log Out
10. Close the program: Click on the X.

Practice as much as you want. Log in each time.
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Module 2-CLB 4-Digital Skill 4-Learn-Handout -Visual Steps
Sign Up [/ Register for Typing.com

1.  Open the browser Google Chrome

L
C G Search Google or type a URL * 0 :

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

Gmail  Images E:E O

Google

Q. Search Google or type a URL '

® @ oo % =

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

o é n + £ Customize

n (Y Type here to search

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

Maw Tan 3 —+ — a e

c( @ typingcom 0 :
= obpps @ @ T TEmmTia Type | Free Typing Tutor - Typing.com - typing.com

Q  typingcom - Google Search o

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 '

® @ oo % =

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

o é n + £ Customize

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

3.  Click on Sign up Now

t Gearn in Tpe | Fros Typing Tute. % o

< @ typing.com

=y, 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

t Leam to Typs |Fres Typing Tut: X

< 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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CLB

Module 2-CLB 4-Digital Skill 4-Learn-Handout-Visual Steps

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

NB: It's important to keep your username and password private.
Write down your username and password in a private place.

t sion Up - Tyoing.cam ® + [

< C @ typing.com/student/signup o ° H

Student Signup
Sign up with Clever Sign up with ClassLink

Learn the Foundations of Username *

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 4-Digital Skill 4-Learn-Handout-Visual Steps e

6. Click on the box below.

£ Sign Up - Typing.com o

< C @ typingcom/student/signug % o :

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

. u »
Learn the Foundations of e
Technology, FREE!
Build essential skills with our comprehensive Password *

curniculum including keyboarding, digital

literacy, and coding! SHOW

Email (optional)

Not a student?

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

7.  Click on Sign up

£ Sign Up - Typing.com o

< C @ typingcom/student/signug % o :

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 4-Digital Skill 4-Learn-Handout-Visual Steps

8. Start with the first lesson.

t Typing Lessons |Leam Touch Ty %X 4

€ C @& typingcomSstudentessans i 0 :

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

Getting Started

“Ads by Google

Beginner (NN
[ 1]

Intermediate

1 J, F, and Space

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

t Typing Lessons | ), F and Space X +

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

, EREI mm| .«l | B
& H N SRR =

N T &
—

s | sl SR Taxlisosaig

n £ Type here to search
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Module 2-CLB 4-Digital Skill 4-Learn-Handout-Visual Steps 4
9 P ==

10. Listen, watch and practice.

T typing Lessaes | A, F and Spa * +

L 2 C @ typingcom/student/lesson/359/)-f-and-space

(<] typing com

3, F, and Space: Let's Get Started)|

Howdy! Use your right index finger to:

Type the J key

S
I # -3 % a B I ) - +
1 2 -] 4 E -} ? 8 9 o delete &
{ 1] |
— Q w E R T Y U | ¥ ] P I - ]
capslock l“ s D F G H enter
- -
shift : x c o B it ghift
- - -
{
ctrl alt cmd alt ctrl
n )O Type here to search
K iyping isssans | 1, F, and Spac ® + g
« C @ typing.com/student/lesson/259/-f-and-space e o

(<] typing.r;t-m 3, F, and Space: Let's Get Started!

Howdy! Use your right index finger to:

Type the n key

You Found It!

Remember where that 1  key is, because we're going to practice it now!

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

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 i 3, 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.

) .

Lesson Prcgress 111 Screens Completed

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

1. Log out.

a. Click on your Username in the top right corner.
b. Click on Log Out

B yping Lessons | Leart Touch 1y, % #

“ C @ typingom/student/lessans k-2 . i

Lessons Tests Games Achievements Themes = | EEEEEsEEd
Account Setbngs

Leg Out

@ Go Premium!
D) o4

: Typing Seedling (1/5) 6,985 xp 1o ge

¥  Typing Lessons

Ooma Office

Getting Started

Beginner m
e ] 3, F, and Space .
b Resume

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

Intermediate
e

Advanced

slgl? w Digital Literacy

n p Type here to search

12. Close the program: Click on the X.

R Log - Tvpingcomw *® +
L L+ ] & typing.com/student/login k-2

Sign Up Free:

typing com
Student Login

2 Log in with Google . Log in with Clever
Learn the Foundations of c

Technology, FREE!

Build essent h our comprehensive
curriculum including keyboarding, digital Username or Email
literacy, and coding!

Forgot your legin info?

Mot a student? Teacher Login

L B .2 Type here ta search
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Module 2-CLB 4-Digital Skill 4-Your Turn-Handout

Type the following sentences.
Be sure to use capitals and correct punctuation.

What day is today?

Today is Monday.

Today is Monday, January 1st, 2020.

It is the first day of January.

It's New Year's Day.

Happy New Year's Day everyone!
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