Answers - Using a Computer Keyboard Level 1 (7574-134)  Assignment B
Task A2


Record the keyboard combination or keys used to open the file.

	


Task A6


Note the keyboard combination or keys used to change the text colour.

	


Task A9
Record the keyboard combination or keys used to save the letter.

	


Task B2
List two different methods of how the task above can be completed using the keyboard. 
Identify which one of these methods is quickest.

	


Task B3

Record the keyboard combinations or keys used to achieve consistent formatting.

	


Task B10
State two different ways to underline text using a keyboard.

	


Task B11

To improve efficiency what is the purpose of each of the following keys? 

· Caps Lock

· Esc

· Alt

· Tab
Give a brief explanation of how using keyboard shortcuts can improve efficiency.

	


