Supplementary Lesson:
Ten-Key Numeric Keypad

Goals
« Touch-type the ten-key numeric keypad keys.

New Keys

a. tHe B, B, anp BB kevs

To input numbers using the ten-key numeric keypad, you must
activate the Num Lock (Numeric Lock) key. Usually, an
indicator light signals that the Num Lock is activated.

On the keypad, 4, 5, and 6 are the home-row keys. Place
your fingers on the keypad home row as follows:

o ] finger on 4 « L fingeron 6
e Kfingeron5

On most computers, there is a raised line or dot on the
5 key to help you easily locate the home-row position when using the keypad.
Use your Sem finger to control the ENTER key. For the exercises in A—F that follow:

1. Ensure that Num Lock is activated. 3. Type the first column from top to bot-
2. Press ENTER after typing the final digit tom: then move to the next column.
~ of each number. 4. Keep your eyes on the copy.
1 444 455 466 544 566 |
2 555 644 656 456 654 !}l\;jlﬁi & |
3 666 445 466 554 556 -}.}
3 22 Y
4 664 665 456 654 454 § l
5 464 546 564 655 456 = S |
i
g. THe B, BB, ano B kevs = . ..

Use the ] finger to control the 7, the K finger to control the 8, and
the L finger to control the 9.

6 474 585 696 549 984 B =
7747 858 969 485 645 !‘Q ﬁ] |
8 774 885 996 658 489 | I3 3 = ]
9 447 558 669 846 647 i‘} X |
10 744 855 966 476 867 | == = |
; o |
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NEW-KEY REVIEW
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N
A c. THE B, B, AnD B keYs
: Use the J finger to control the 1, the K finger to control the 2,
J and the L finger to control the 3.
: 11 414 525 636 215 326
:: J 12 141 225 336 634 435
. 13 144 552 663 324 145
' J 14 441 255 636 263 346
15 144 252 363 431 265
p. THE (I KEY
J Use the right thumb to control the 0.
J 16 404 901 580 407 802
17 505 101 690 508 506
18 606 202 410 609 700
5
19 707 303 520 140 800
20 808 470 630 250 900
J
r E. THE B KkeY
Use the L finger to control the decimal (.) key. .3 .E .}
21 6.6 7.6 22 6.5 9.8 iij
2 3.2 4.4 7.7 B 8.8 j J J
55 2.2 gLE 9.3 1.1 1.0 L s s |
24 3.1 8.4 o 9.3 3.4
25 4.5 8.3 9.9 6.5 3.8 lju*}u;ﬁg
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