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Module 1 should be completed approximately one month after receiving your course.

MMoodduullee  11  LLeessssoonn  GGooaall  CChhaarrtt

Module 
Name Lesson Lesson Name Hours Learning

Activity Assignment Value Target Date Completion
Date
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1 Introduction to the Computer 1 1.1 2%

2 Workspace and Posture 1

3 Keyboard Diagram and Hand
Position 1

4 The Alphabetic Keyboard—
Home Row 2 1.1 to 1.5 1.2 5%

5 The Alphabetic Keyboard—
Index Fingers 2 1.6 and 1.7

6 The Alphabetic Keyboard—
Third Fingers 2 1.8 and 1.9

7 The Alphabetic Keyboard—
Fourth Fingers 2 1.10 and 1.11

8 The Alphabetic Keyboard—
Fifth Fingers 2 1.12 and 1.13

9 Introduction to Document
Creation and Formatting 5 1.14 1.3 13%
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Module 
Name Lesson Lesson Name Hours Learning

Activity Assignment Value Target Date Completion
Date
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1 Numeric Keys—Index
Fingers 2 2.1 to 2.3

2 Numeric Keys—Third Fingers 2 2.4 and 2.5

3 Numeric Keys—Fourth
Fingers 2 2.6 and 2.7

4 Numeric Keys—Fifth Fingers 3.5 2.8 and 2.9 2.1 10%

5 Document Formatting—
Correspondence 3 2.10

6 Document Formatting—
Posters and Title Pages 3 2.11

7 Speed Building 5 2.12 2.2 15%
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SSuummmmaarryy  ooff  GGrraaddee  1100  KKeeyybbooaarrddiinngg

Module Hours Lessons Learning Activities Assignments % Value

Module 1 18 9 14 3 (1.1, 1.2, 1.3) 2 + 5 + 13 = 20%

Module 2 20.5 7 12 2 (2.1, 2.2) 10 + 15 = 25%

Module 3 14.5 4 4 2 (3.1, 3.2) 10 + 15 = 25%

Final Examination 3 — — — 30%

Totals 55 20 30 7 100%
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Module 
Name Lesson Lesson Name Hours Learning

Activity Assignment Value Target Date Completion
Date
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14
.5
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rs
)

1 The Numeric Keypad—
Home Row 3.5 3.1

2 The Numeric Keypad—
Bottom Rows 3 3.2 3.1 10%

3 The Numeric Keypad—
Top Rows 3 3.3

4 Document Formatting—
Short Reports 5 3.4 3.2 15%
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When and How Do You Submit Your Assignments?

There are seven assignments in this course that you will complete and mail or email to your tutor/marker for
assessment. The following chart shows exactly what you will be submitting to your tutor/marker:

Module Cover Sheets

Each time you submit an assignment, you must include the applicable Module Cover Sheet (found at the end of
this Introduction). If you are submitting your work via email, you can download an electronic version of the
Module Cover Sheet at <www.edu.gov.mb.ca/k12/dl/downloads/index.html>. Attach the applicable sheet as a
file with the assignment name as the subject of the email. This will assist in the proper recording of your work.
Complete the information at the top of the Module Cover Sheet before mailing or emailing it along with your
assignment.  

Module Assignments You Will Submit

Module 1, Lesson 1 Assignment 1.1

Module 1 Assignments 1.2 and 1.3

Module 2 Assignments 2.1 and 2.2

Module 3 Assignments 3.1 and 3.2
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Mailing Assignments

If you choose to mail your completed assignments, please copy the files on a CD or flash drive. Ensure that you
have a copy of your work in case work goes missing in the mail. In preparation for mailing assignments, please
organize your materials in the order described at the end of the applicable modules.

Place all the materials in an envelope and address it to 

ISO Tutor/Marker
555 Main Street
Winkler MB  R6W 1C4

Emailing Assignments

Students who have access to the Internet may submit assignments electronically if this has been arranged in
advance with their tutor/marker. Please be advised that this option is not appropriate for some subject areas,
and permission to submit assignments electronically is at the discretion of the tutor/marker.

To submit your completed assignments electronically, you will need to do one of the following: 

� If you are attending school, please ask your ISO Facilitator (person who signed your ISO
Admission/Registration form) for permission to email your assignments and to determine your school’s
procedure for emailing assignments. 

� If you are not attending school, email your assignments to <distance.learning@gov.mb.ca>. They will be
forwarded to your tutor/marker.

How to Submit Your Work

Please submit your written work as a Microsoft Word (doc) or as an rtf. Files must not exceed 5 MB.
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How to Send Your Email

1. Use the following format to compose your email.

To: distance.learning@gov.mb.ca
Cc: (email address from your ISO Facilitator, if required)
Subject: My Name Grade 10 Keyboarding
Attach: Mod1Assign12A.doc

Message:
Lesson 1, Module 1, Assignment 1.2
My tutor/marker is _____________________________________
My school is __________________________________________

2. Attach your files (files must not exceed 5 MB).
3. Email your assignments to <distance.learning@gov.mb.ca> only. Do not email your assignments directly to

your tutor/marker. Email sent directly to the tutor/marker will be returned unread.

Your tutor/marker will return your marked work to you by email.
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What Are the Guide Graphics For?

Guide graphics appear in the margins of the course to identify a specific task. Each graphic has a specific purpose
to guide you, as described below:

Assignment: This guide graphic tells you to complete an assignment, which you will send to
your tutor/marker for assessment.

Internet: If you have access to the Internet, you can use it to get more information. Internet
access is optional.

Learning activity: Complete this learning activity to help you review or practise what you have
learned and to prepare for your assignments and final examination. You will not send learning
activities to your tutor/marker. Instead, you will check your answers yourself, using the answer
keys provided (if applicable).

Learning partner: Ask your learning partner to help you with this task.

Mail-in assignment: It is now time to mail or email your completed assignment(s) to your
tutor/marker for assessment.

Examination preparation: This graphic refers to content discussing details regarding the final
examination. 

Time: This graphic gives you an idea of the approximate amount of time you will need to
complete a lesson or an assignment. The actual time it takes to complete an assignment varies
from student to student, so the suggested times are just rough guides. If you complete an
assignment in much less time than is suggested on the graphic, you may need to spend more time
on it. If you find you are spending much more time than indicated, it may be time to move on.
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The Alphabetic Keyboard
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M O D U L E 1 : T H E A L P H A B E T I C K E Y B O A R D

Introduction to Module 1

In this module, you will learn to keyboard using the QWERTY fingering system. You will also learn to create and
format some basic documents.

You will be assessed on how well you complete the following assignments. They are found following the lessons
as indicated in the chart below. Once you have completed Lesson 1, you will telephone your tutor/marker to
complete Assignment 1.1. Then when you have completed Module 1, you will mail or email Assignments 1.2 and
1.3 to your tutor/marker. The instructions for submitting your assignments are found at the end of this module.

MMoodduullee  11  LLeeaarrnniinngg  AAccttiivviittiieess  aanndd  AAssssiiggnnmmeennttss

Lesson Lesson Name Learning 
Activity Number

Assignment
Number Assignment Name Assignment 

File Names

1 Introduction to the Computer 1.1 Phone Call to Your Tutor/Marker

2 Workspace and Posture

3 Keyboard Diagram and 
Hand Position

4 The Alphabetic Keyboard—
Home Row 1.1 to 1.5 1.2 Theory, Shortcuts, and

Ergonomics Mod1Assign12

5 The Alphabetic Keyboard—
Index Fingers 1.6 and 1.7

6 The Alphabetic Keyboard—
Third Fingers 1.8 and 1.9

7 The Alphabetic Keyboard—
Fourth Fingers 1.10 and 1.11

8 The Alphabetic Keyboard—
Fifth Fingers 1.12 and 1.13

9 Introduction to Document
Creation and Formatting 1.14 1.3

Part A: Continuity Keying
Part B: Indents
Part C: Timing

Mod1Assign13A
Mod1Assign13B
Mod1Assign13C

18 hrs.
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L E S S O N 1 :  I N T R O D U C T I O N T O T H E C O M P U T E R

Lesson Introduction 

In this lesson, you will learn about the computer keyboard and mouse functions, keyboard shortcuts, screen
elements, how to open and close documents, and how to save and print documents.

1 hr.

Specific Learning Outcome

After completing this lesson, you will be able to do the following:

� Self-monitor learning goals, reflect on the value of ICT to complete learning tasks, and set
personal goals for using ICT to learn. (C-SLO 6)
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Keyboard and Mouse Functions

A computer user generally has a choice of using a mouse or a keyboard to choose and confirm options. These
devices are known as input devices. 

Computer Keyboard

The computer keyboard is a hardware device used to input information. It has been the most common input device
since the emergence of personal computers. The keyboard is divided into three main sections, as shown below.

TThhee  lleefftt  ssiiddee  ooff  tthhee  kkeeyybbooaarrdd,,  tthhee  ““ttrraaddiittiioonnaall””
ttyyppeewwrriitteerr  kkeeyybbooaarrdd,,  iinncclluuddeess  aallpphhaabbeettiicc,,  nnuummeerriicc,,
ssyymmbbooll,,  aanndd  ccoommmmaanndd  kkeeyyss..

TThhee  rriigghhtt  ssiiddee  ooff  tthhee  kkeeyybbooaarrdd,,  tthhee  nnuummeerriicc
kkeeyyppaadd,,  iinncclluuddeess  nnuummbbeerr  aanndd  ccoommmmaanndd

kkeeyyss..  PPrreessss  <<NNuumm  LLoocckk>>  oonn  ttoo  aaccttiivvaattee
nnuummbbeerrss  aanndd  ooffff  ttoo  aaccttiivvaattee  ccoommmmaannddss..
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TThhee  cceennttrree  ppaarrtt  ooff  tthhee
kkeeyybbooaarrdd  iinncclluuddeess  tthhee

aarrrrooww  kkeeyyss  aanndd
ccoommmmaanndd  kkeeyyss..
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Keyboard Shortcuts

The <Ctrl>, <Alt>, <Shift>, and Function keys (F1 to F12) are command keys used with other keys (alphabetic,
numeric, and symbols) to perform various computer functions. These are also known as shortcut keys. These
functions can also be accessed by using the mouse. If you are using a Macintosh computer, the command keys
include <Ctrl>, <Option>, and <Command>/<Apple> keys.

The <Esc> key may become one of your favourite keys. It allows you to back out of situations that you don’t
want to be in!

Mouse

The function of the mouse is to control various actions or responses required by the computer user. This is done
by a clicking response. The mouse has two buttons, known as the left and right buttons, and may also have a
wheel (intellimouse) between the buttons.

� The left button is used to confirm an action by clicking it once. A double left-click selects text. This is useful to
select a choice in a dialogue box or other text.

� The right button, when clicked once, produces a quick menu eliminating the need, in many instances, of going
to a menu or toolbar first.

� The wheel allows for scrolling and variations in screen display.

EExxaammpplleess  ooff  CCoommmmaannddss

Command Function

<Ctrl> + S Save

<Ctrl> + P Print

<Ctrl> + <Esc> Start menu

<Alt> + <Tab> Switch between applications
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The mouse symbol that appears on your screen will vary, depending on the
situation, action, or mouse position in an application. 

The following table illustrates some common mouse symbols and their meanings:

If your hand is already on the
mouse, continue using the
mouse. The same goes for the
keyboard. This eliminates
wasting time getting your
hands into position, and it
makes you faster and more
efficient and gives you
personal satisfaction.

CCoommmmoonn  MMoouussee  SSyymmbboollss

Symbols Meaning

points at a command

indicates a link

indicates that the computer is processing

indicates that the computer is unable to perform a task

selects text
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Screen Elements

Screen elements are similar for each Windows dialogue box. The components consist of the following:

You can close a Windows dialogue box by clicking on the X usually found in the 
top right corner. The above illustration also shows the X in the left Folders
pane—clicking this X would close only that portion of the dialogue box.

MMeennuu  BBaarr

TToooollbbaarr

HHoorriizzoonnttaall
SSccrroollll  BBaarr

VVeerrttiiccaall
SSccrroollll  BBaarr

PPrrooggrraamm  TTiittllee  BBaarr

Be sure to use the Help option
in the menu bar at any time
for further help and
information on any topic.
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Programs such as Microsoft Word can be opened in several ways.

� In the shortcut bar (which appears at the bottom of your screen by
default), click on the Word icon. Right-click on the shortcut bar to
customize or minimize the shortcut bar, such as adding Microsoft
Office components.

� Click on Start > Programs > Word.

� Click on New Office Document above the Start Menu or, in the shortcut bar, choose Blank Document, and then
click OK. 

You can position the shortcut bar anywhere on
the screen by dragging it around. Click on the
bar and drag it to the left, right, middle, or top.
Do not let go of the mouse button until you
like the position of the shortcut bar.

Note
While it is useful to learn several ways to perform a task, it is more efficient to perform a task in one way, as it takes time
deciding which method to use.

WWoorrdd  IIccoonn

RRiigghhtt--cclliicckk  hheerree  ttoo
mmiinniimmiizzee  oorr  ccuussttoommiizzee..
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Insert and Strikeover Modes

Insert mode is the default mode for entering text in Word. If you need to insert text in a document, place the
cursor where you wish to begin typing and any text to the right of the cursor “moves over,” making room for the
new text.

Strikeover mode does not cause the text to “move over” but replaces text to the right of the cursor. Strikeover mode 
is activated or deactivated by pressing the <Insert> key on the keyboard or by double-clicking in the status bar
(found at the bottom of the screen in Word). New computer users sometimes learn about strikeover mode by
“aiming” for the <Home> key but accidentally pressing the <Insert> key, thereby activating the strikeover mode.
Text suddenly begins disappearing while typing and the user is puzzled as to what is going on. OVR will appear

darker ( ) when it is activated.

Open and Close Documents

Open or Create a Document

In Word, click on the New Blank Document icon or click on the Open icon to open an existing document.
Clicking on these icons is the shorter and more efficient method. You can also click on File > New or File > Open
or use the key commands <Ctrl> + N or <Ctrl> + O to open new or existing documents.

Close a Document

If only one document is open, then you will see in the top right corner of your screen. To close the

document, click on the X. If more than one document is open, you will see in the top right corner of your
screen. To close the current document, click on the bottom X. Clicking on the top X will close the program.
Different versions of Word may have a slightly different view of the close buttons.
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The keyboard shortcut to close a document is <Ctrl> + F4.

To close all open documents at once, shift-click (hold down the <Shift> key while clicking) on File in the menu
bar to produce Close All in the drop-down menu, as shown below. 

The Save option dialogue box will appear when you close a document to give you the option to save a document
first—before closing it—if there are changes to be saved or if the document has not been saved at all.

To minimizemeans to reduce the size of a document to an icon in the title bar.  

To restore a document is to bring it back to its original size.

To maximizemeans to restore a minimized document.    

You can also right-click on the title bar to restore or close the file. You need only click the X
to close the file. You do not need to restore and then close the file. Many computer users
perform many clicks or tasks needlessly. To become an efficient computer user, you must
learn to perform tasks in the most efficient manner—not to click needlessly.

Save As or Save Documents

Saving a document stores it as a file for future use. Files are commonly stored on a hard drive, a CD, or a DVD.
There are other devices, such as Flash memory cards, which are becoming more popular for file storage because
they can hold a greater amount of content in a smaller space.

MMiinniimmiizzee RReessttoorree

MMaaxxiimmiizzee
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Save As

The Save As command (found under the File menu) is used to give a new document a name or to save a
previously saved document with a different name. It is also used to change or establish the drive to be used for
saving a document. 

LLooccaattiioonn  ooff  FFiillee BBaacckk  OOnnee  LLeevveell

CClliicckk  SSaavvee  oorr
pprreessss  EEnntteerr  ttoo
ccoommpplleettee  tthhee
SSaavvee  AAss  pprroocceessss..

YYoouu  ccaann  pprreessss  CCaanncceell
aannyyttiimmee  ttoo  ““ggeett  oouutt
ooff””  aa  ddiiaalloogguuee  bbooxx
wwiitthhoouutt  aannyy  cchhaannggeess
ttaakkiinngg  ppllaaccee..

CChhoooossee  tthhee  ttyyppee  ooff  ddooccuummeenntt
yyoouu  aarree  ssaavviinngg..

NNaammee  tthhee  ffiillee  hheerree..
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Save

The Save command is used to resave a previously named and saved document after editing has been performed
in the document. This command overwrites the original document with the changed document.

Save a document using one of the following commands:

� <Ctrl> + S
� File > Save in the menu bar
� the Save icon in the toolbar

Print Documents

It is often necessary to produce a hard copy of your document. This means that you need to have a printed paper
copy as opposed to a soft copy, which is the document on your screen. There is talk of paperless offices, but few
actually accomplish this in the true sense of the word. Imagine not being able to use paper and pen but only
electronic documents! Try not writing any notes for a day—you may find it quite difficult.

Print a document by opening the document and using one of the following commands:

� <Ctrl> + P
� File > Print in the menu bar
� the Print icon in the toolbar

Note
Make it a habit to save your work frequently (generally every 5 to 10 minutes). This practice will prevent you from losing your work if
your computer should suddenly freeze or crash.
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You can also print documents while they are closed by doing the following:

1. Click File > Open.
2. Press and hold the <Ctrl> key.
3. Click on the file(s) to be printed.
4. Release the <Ctrl> key.
5. Right-click on one of the files selected.
6. Choose Print.

Choosing a Printer

If your computer or network is connected to one printer, press the Print command and the computer will send
your document to your printer. However, if you have more than one printer attached to your computer or
network, you must choose the desired printer for your document (e.g., laser, colour deskjet).

Choose a printer by doing the following:

1. Click File > Print.
2. Click on the drop-down list arrow beside the printer name.
3. Choose the printer.
4. Click OK.
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CChhoooossee  tthhee  pprriinntteerr  yyoouu  wwiisshh  ttoo  uussee  iiff
yyoouu  hhaavvee  mmoorree  tthhaann  oonnee  pprriinntteerr..

CClliicckk  OOKK  wwhheenn  aallll  
cchhooiicceess  hhaavvee  bbeeeenn  mmaaddee..

YYoouu  ccaann  pprriinntt  tthhee
eennttiirree  ddooccuummeenntt,,  tthhee
ccuurrrreenntt  ppaaggee,,  sseevveerraall
ppaaggeess,,  oorr  aa  sseelleeccttiioonn..
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Print Preview

To see what your document will look like on a printed page without actually printing a hard copy, use the Print
Preview command. In this view you are limited in the changes you can make to a document. Some formatting
changes (e.g., margin changes) are possible in Print Preview, but any changes requiring text changes can only be
made in other views.

Access Print Preview by doing the following:

1. Click on File > Print Preview or the Print Preview icon in the toolbar.
2. To see multiple pages, click on the icon in the toolbar.
3. Use the keyboard arrow keys to move through the document.
4. Click on the Close button in the toolbar to switch back to a working view of

the document, such as Normal or Print Layout.

Lesson Summary 

You have now completed Lesson 1. Fill in your Lesson 1 completion date in the Module 1 Lesson Goal Chart,
found in the Course Introduction. Did you meet your target date? If yes, keep up the good work. If no, you will
have to adjust the target dates for subsequent lessons, to reflect realistic target dates. Do not despair, but be
determined to meet your next target date and do not allow deviations in your schedule.

In this lesson, you learned about the computer keyboard and mouse functions, keyboard shortcuts, screen
elements, how to open and close documents, and how to save and print documents.

In the next lesson, you will learn about ergonomic workspaces and correct posture.

It is now time to complete Assignment 1.1. 

Print Preview does not allow all
text or layout changes. Use
Print Layout View to make
layout changes. 
Change Zoom to 50% so you
can see the whole page.
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Assignment 1.1

Phone Call to Your Tutor/Marker

In this assignment, you will phone your tutor/marker. The purpose of this phone call is for you and your
tutor/marker to become acquainted and to let your tutor/marker know that you have started your course.

Before calling, prepare answers to the following questions:
� Why are you taking keyboarding (e.g., credit, job)?
� Are you currently in school?
� If you are in school, what grade are you in?
� Are you taking other courses? What are they? 
� What are your study times (i.e., time of day, weekday, weekend)?
� When do you plan to finish this course?
� What kind of computer are you using? 
� Do you have a job?
� What are your long- and short-term goals (e.g., jobs, careers, further study)?

Prepare two additional questions that you would like to ask your tutor/marker. Following are some examples of
questions you may want to ask:
� Do you teach elsewhere?
� How quickly will you answer my questions?
� Do you prefer to correspond by email or phone?
� When is the best time to contact you?

This assignment is worth 2% of your final mark.
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Your tutor/marker will use the following rubric to mark your assignment. So, follow it carefully to get the best mark possible.

AAssssiiggnnmmeenntt  11..11  MMaarrkkiinngg  RRuubbrriicc

Phone Call to Your Tutor/Marker

The student is to phone the tutor/marker to discuss the course goals. No specific marks are given for the questions and answers in this assignment. 
The phone call to the tutor/marker is worth 2% of the final mark.
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Submitting Your Assignments

Assignment 1.1 is an exception, as it must be completed before you are done this module, but for the remainder
of the course you will submit your assignments at the end of each module. Phone your tutor/marker now before
proceeding with the remainder of Module 1. 

Your tutor/marker is available to help. Be sure to call or email your tutor/marker throughout this course if you have
any questions or need help. The phone number for your tutor/marker can be found in the letter that came with
your course. If you can’t find your tutor/marker’s phone number, contact the Independent Study Option office at 
1-800-465-9915.

Schedule for Submitting Assignments to Your Tutor/Marker

� When you have completed Lesson 1 of Module 1, call your tutor/marker to complete 
Assignment 1.1.

� When you have completed the remainder of Module 1, submit Assignments 1.2 and 1.3.
� When you have completed Module 2, submit Assignments 2.1 and 2.2.
� When you have completed Module 3, submit Assignments 3.1 and 3.2.


