
Vocabulary Definition 

Keyboard An input device that allows a person to enter letters, numbers and 
other symbols into a computer. 

Symbol A character that is not a number or a letter. E.g. @, £, % 

Edit To correct or revise/change something in a word document. 

Font The design on the words – how they look on screen. 

Shift The Shift key allows you to change a single capital letter and change 
the top number to a symbol. 

Space The key on the keyboard that allows you to leave a space between 
words. 

Enter It sends the cursor to the beginning of the next line or executes a 
command. 

Bold The letters are darker and heavier than normal. 

Italic The letters are slanted slightly to the right. 

Underline The letters have a line underneath them. 

Backspace A key on a computer keyboard used to move the cursor backwards 
and delete a character. 

Delete To remove or erase something such as the text or an image. 

Mouse A mouse moves the on-screen cursor to different items on the screen. 

Cursor A shape on screen that shows where actions made with the keyboard 
or mouse will make a change. 

Click To press something on an object by using a mouse. 

Shutdown To turn the program or computer off. 

Drag To move an object on a computer screen while pressing the mouse 
button. 

Word Processing Word processing involves the use of computers, software, and printers 

to get data into printed form.  
Tabs A document header inside a window. 

Text Formatting This shows what colour the text is and where it is on the page. 

Line Spacing How far the rows of text are away from each other. 

Presentations How the text looks on the page. 
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