1. Application software consists of programs that execute specific tasks required by the user.
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2. Preparing documents, preparing budgets and expenditure estimates, watching videos, playing
computer games, and searching for information on the internet.
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3. Application software is mainly divided into two types.
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4. They are General Purpose Application Software and Special Purpose Application Software.
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5. ltis software used for general requirements and day-to-day computer work.
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6. Word-processing software, spreadsheet software, and web browsers.
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7. ltis software customized only for specific tasks.
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8. Computer games, school management systems, and banking management systems.
s8oenm B, t3E DEOIDIEH BCLB 838 Do) DEOIWTeH BCOS.

9. Anappis a type of application software. For example, Google Maps is an app.
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10. The basic tools are the keyboard and mouse.
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11. The arrow mark shown on the computer screen that indicates the position of the mouse is called
the mouse pointer or cursor.
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12. A mouse normally has a left button, right button, and scroll wheel.
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13. A normal mouse, wireless mouse, and touch pad.
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14. Move the cursor to the required item and click the left mouse button once. The item will be
highlighted.
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15. There are two methods: 9® ¢ gyo:

e Method I: Double-click the left mouse button on the file or application icon./ i ©®w: @®5D ©@®3
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e Method II: Right-click the icon and select Open from the submenu/ii n®cs: ¢8mme @ e
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Wired keyboards, wireless keyboards, and touch keyboards.
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Letter keys are used to type letters of the English alphabet.
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The QWERTY layout is the arrangement of letter keys on a keyboard.
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The cursor is the vertical line that appears when you are about to start typing on a document or
box. It shows where the typing will begin.
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The Caps Lock key is used to type letters in capital or uppercase form. Pressing it again allows
lowercase letters to be typed./ Caps Lock wm3d 98m0 mimed See gmndr 08d B8008. &
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The Shift key is used to type capital letters and the upper symbols shown on keys.
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The Space Bar is used to insert spaces between words.
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The Tab key is used to insert a large space between words or text.
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The Enter key is used to move the cursor to the next line.
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Arrow keys are used to move the cursor up, down, right, and left.
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The Backspace key deletes one letter, space, or number to the left of the cursor./ Backspace amo
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Incorrect use of the keyboard can cause discomfort and pain in the fingers and wrists.
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Graphic software is software used to create graphics and draw pictures or art.
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Word processing software is used to create and store documents needed in everyday life.
Examples include Microsoft Office and OpenOffice.
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Audio and video editing software is used to create and edit audio and video recordings. Examples
include Audacity, Adobe Audition, OpenShot, and Adobe Premiere Pro.
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