Keyboarding

	text
	Words on a page

	letter keys
	Keys on a keyboard which contain the letters of the alphabet

	number keys
	Keys on a keyboard which contain the numbers 0-9.

	space bar
	Key on a keyboard that spaces the cursor forward one space at a time and produces a blank space when pressed.

	word wrap
	The automatic movement of a word to the next line when it is begun near the end of a line or text on which it is too long to fit. It eliminates the need for pressing Enter at the end of each line.

	double space
	When keying text, the act of spacing text two lines apart.

	caps lock
	Keys on a keyboard that is used to key all capital letters.

	backspace
	Key on a keyboard that moves the cursor to the left one space at a time.

	symbol keys
	Keys on a keyboard that contain a symbol.

	shift
	Key on a keyboard that is used to capitalize letters when pressed with that letter key.

	software
	Programs that allow you to accomplish certain tasks such as write letters, analyze numbers, sort files, manage finances, draw pictures, and play games.


	home row
	Keys on a keyboard with fingers of the left hand are on A-S-D-F and fingers on the right hand are J-K-L-;.

	tab
	Key on a keyboard that is used to move the cursor directly to a tab stop.

	keyboard
	The hardware input device use to enter letters and numbers into the computer.

	insert
	Key on keyboard or function of word processing software that is used to add text without deleting previously keyed text.

	return/enter
	The key used to begin a new line in a word processor, or to enter information into a spreadsheet. It is the same as clicking OK in a dialog box.

	delete
	A key used to erase characters to the right of the cursor.

	Esc (escape)
	Key on a keyboard that is used to “move around” with a program or go back and escape from an operation.

	posture
	The position of the body or parts of the body.

	strike
	To tap or press the keys of a keyboard with a finger or thumb.

	arrow keys
	The keys on computer keyboard used to move the cursor up, down, left, or right on your screen.


