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Word processing is the process of composing, editing (manipulating), and/or storing text-based

documents in any style.

DO BB @y BHn® 0B EBE-ILD eCAD e [OO, wodwdens B8O ww»/e®nd
©) Be® SwdBwea.
A word processor can be any tool used to create and work with text documents, from a simple

pencil to a computer.

DD BH® eRIRE vy eng eCEA® BU®rens SO wy Jo ©B® O BEOD Dm0
D02 D57® e®DRES 8w »(BwW; 06 0E B(B3BE® 80 sloeammars ¢ Bu1® ecw:s B
OIS,

Word processing developed through several stages: Word processing §widEw &8wd B8z
Pedeed DL St

Writing using available objects such as leaves, stones, and skin./ emg, ©E @® 550 H® DS
OO By ¢; »10newns’ GOe.

Invention of paper and books./ 28¢of3 e® @S @t ©1S3e.

Use of wood and clay blocks for printing./ §¢encs e3¢pa ¢10 3w &3 I3 ©dme.

Invention of the printing machine./ ¢en ¥ @0 HRE.

Invention of the manual typewriter./ @8z Gwosd®zm O 08 dBOdw @ ®1Se.

Invention of the electric/electronic typewriter./ 8¢E/9eEaeoBm 08 0BOde eeiws ©1Se.
Use of computers for word processing./ Word processing e¢®o s8oenz ©0mcs.

Word processing software is a computer program capable of creating documents, editing their
content, formatting text, changing the colour or style, and sometimes printing in different styles.
Word processing ®a¢z0003 Bz oG Bo@rens B8O, doed asimboma tetdmdenc
BBEO, esg HERBDE OO0, Dbeann eml BEiesns edmed BEEO ey ©®»c 5O BBW
202000E S Geenws BEOD B ¢S v enm D(DBOHHS.

Examples include: ¢¢onden BBsws swn ¢ed:

Microsoft Office Word

OpenOffice Writer

WordPerfect

LibreOffice Writer

Other examples include iWork Pages and Corel WordPerfect./ e®»5 ccowden eces iWork Pages
e Corel WordPerfect ¢z8a w3,

Benefits include: g8cin B88Bowes swn ¢sed:

Creating documents /| eCa» Sb@senc B8

Saving documents for future retrieval /| @00medE m0m R OO weH eCAD dSe
Printing documents / eGa» ggens BE®

Searching text within a document / eGamws BE eve @0 E®

Formatting/editing documents /| @G> HODE ©130® ew] woedmdens S8

Counting words |/ 982 ®e® ©eamE 8O

Checking spelling and grammar / ax3sc Sms0escs 3w Dx00en &83ss B8©

Printing several copies / 80w S8wsws Geens SE@
#ICT a\a%lazg
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10.

1.

12.

The main groups are: g IeB) DBI@S3:

Control keys [/ 30 St

Character keys | @380 @m0t

Function keys / S0z08

Navigation keys / 30015 @Ot

Numeric keypad [ 30251 @m0 &§O®

Answer:

Control keys: Used alone or with other keys to perform specific actions. Examples include Ctrl, Alt,
and Esc./ Control keys: B3&0m G 8¢ BE® 3w mHBO® el 0O Bd B@® ®dm @d.
comnden @ces Ctrl, Alt e Esc ¢ii38s o(Ba.

Character keys: Used to type letters, numbers, punctuation marks, and symbols./ Character keys:
801, CDDO, DN® Eeq ©Y e 088 SERO widm SE.

Answer:

Function keys: Used to perform specific tasks. Their functions can differ from one program to
another./ o8 o Sed@n mbuns’ @g BB 0180 I8, ded FwrSdw &=
DEEB0HHB S OB DEEDHDO eDed BB HD.

Navigation keys: Used to move around a web page or edit text. Examples include Home, End, Page
Up, Page Down, Delete, and Insert./ e.00en oo 00 890 ne ©®®@z3 SE@0 end ewvg
eotdTens B8O 980 »3. Home, End, Page Up, Page Down, Delete e Insert wzmy 8O
CeInoen ©d.

Answer:

Caps Lock: Types uppercase letters when switched on; press again to return to lowercase./ Caps
Lock: wo3om me 80 @088 gndi de andr @t 08 »d83; i gRdi edn &iesey Bi®O
5O O DABIB.

Shift: Used with other keys to type uppercase letters and symbols./ Shift: 8@c @01 & e
0838 8@ e @D oL BO® DI HIE.

Spacebar: Creates spaces between words./ Spacebar: 20 &m0 8 admiawns @8 8.
Tab: Creates a wider space or moves to the next tab position./ Tab: &G 8¢ adminn= g8
D08 e Sg® 0@ 8890 0dm v®53 OE.

Enter: Moves the cursor down to the next line./ Enter: »bede Se® 088n0 s»s’ evs .
Arrow keys: Move the cursor up, down, left, or right on the screen./ o w0 Bdw @ mBedw
PNED, BNED, DO @l (erd ev® ©&.

Correct posture helps make computer typing more successful and reduces the possibility of strain
on the hands, neck, back, and other joints.

BO10€ 98wdD s8venmed 08 B 0 ebdm BEOO cwwl Om a¢md g, eACE,
8gees w5 e BBAOEO ¢SO emSe a¢d® 3.

The body should be kept straight in front of the keyboard, with a correct sitting posture to avoid
unnecessary strain on the body.

@800 g¢mdes Be B0 DeS0I OB BTy BOOCD D8 &, @80e wpTgOT®D

9880w’ emES MR OB GRE.
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13. The keyboard should be placed directly in front of the user, preferably in front of the spacebar, so
that all keys can be reached conveniently.
BeE® ool s¥Eeds’ €@ WO O DS O 888, BRTRT® sEBED@IIO ewES3®
988ews’, Sedvens’® Spacebar 90 @Z8ews’ MPFB Y.

14. Keeping the wrist or palm on the table while typing can cause the hands to be raised above the
keys and may cause prolonged pain or injury to the fingers and wrists.
08 BCe® ©1& s YD 0wl aPc e®ww O BRI O(B® Heso &8 @O OCO O enESS
Od Bde v and, OB BB ww @& »HDEO EmiB® 0D ewd PDICES
a8 Bs .

15. Both hands should be positioned above the keyboard, with the fingers placed correctly on the keys
rather than resting the palms or wrists on the table.
8BC 0 ©1&S YD e®wn OB BRI OB D, BB WP O HBOCED »R OB
&S @OgDTR0 @ESS 889D OB .

16. The keys should be pressed softly and gently. It is normally sufficient to press a key softly to type a
character.
@O ®ag 0 BE® e VB GR®G. BIRIDBEBSS @Ro 08 B8O v @ eEes OI®
@€ ©d.

17. Pressing keys with excessive force can cause finger discomfort and may make the keyboard wear
out sooner.
2@ ACWS ©wg) T OVe®SY FBEORO GuwLymDGE &S B VIS gmd BRSO
BORES 00d ®IE P G1d.

18. Giving both hands a rest helps reduce strain and fatigue. When not typing, the hands can be freely
placed on the table or lap.

0RO Bedmwrs R Eo®s3 gimBn ww edeme ¢l WO OB H. 088 emdm 8O, ¢
e®ur @ ol oE O Bevewd HRI OB V.

19. Before creating a document, the person should have a good understanding of how to use the
keyboard and manipulate its keys correctly.
eCA»WS Ho@rens BEOO @80, @oDT® $DmI OB GEIcE ) B8 wrd BOICED
Bosi@m w0 06 B8ERATD OE®IO 0wig @Dediws Bde gma.

20. The main practices are: g 88eds d3ess:

o Sit with the correct posture./ 8915 @8wdeds’ 28 S@.

e Place the keyboard in the right position./ @e50305® BO0€ Blimed »RE.

e Keep the wrists and palms off the table while typing./ 08« 88e® ®&ns »g v ac e®wws
O EIDRVI BRI O(SO.

e Press the keys softly./] 0 ®ag @G QRB3D.

e Give both hands adequate rest when not typing./ ¢ Beme @0 g0eEIDEE ¢O®
@10 Bedmwui R @CBID.

21. Touch typing is the act of typing quickly and accurately without looking at the keys.
Bla wo| Boms BB WO @4t EDIRDRI DOV wH HOCED wyd Bume B8e®

FoDExé.
#ICT 33629 g
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22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

Using the correct fingers helps to: 8008 (@& »iBmws swm of wewr comId od:

Increase typing speed./ 08 8S88e® edvc & SB8e.

Improve accuracy./] 910 20 918 8geq BBE.

Reduce typing errors./ 08 88e® ecis ¢d® [6E.

Reduce fatigue./ edewes &) SGe.

Develop proper typing habits./ 58858 08 B8e® oty dbLmw 3 O1Re.

The left-hand fingers should be placed on A, S, D, F, while the right-hand fingers should be placed
ond, K, L,;.

0® aesd e1@B8 A, S,D, F @m ¢, ¢wen god B8 J, K, L, | @ ¢ »@s gnae.

The home position is the correct starting position of the fingers on the keyboard, where the left
fingers are on A, S, D, F and the right fingers areon J, K, L, ;.

B 88O vy BCHDTE® O FBE mPs G BOOT Gac®mz 8BJHOE; OB OO ger’
@B A, S, D, F @ ¢ ¢per o8 @ @8 J, K, L, | @ ¢ 8808.

Both hands should be correctly positioned so that the appropriate fingers can reach their assigned
keys efficiently and typing can be done quickly and accurately.

€ @BRORD 10 Bud®nm wrpdi 0dn bue®d g 8o HS D 888, edvdnsd o
BOOCD 088 me (B O 88 ¢158 B0 88980 on gme.

It helps the typist to press the correct keys efficiently, improving typing speed and accuracy.

O 08 w0310 BOCE wrdl IBwSe®d dFOO b O gm0, OB 08 [Ee®
edvw’ By BOCE DO I8 Sgey @d.

The QWERTY keyboard is normally used for everyday typing.

20858 e 088 B8e® »Oyn v QWERTY urd(@do® ©idnn enel.

Yes. A QWERTY keyboard can also be used for languages such as Sinhala and Tamil.

@8. QWERTY @0(5300(® 8onE 8% 0c®g D18 ©zn e3¢0 ¢ 9D DE HUE.

Five benefits are: gz £98 wwd swn ced:

Documents can be edited easily.] @G ©®»geds’ wotdwdens BE HUBE.

Typing can be done very quickly./ @m0 0D 088 me »wiSa.

Accuracy is improved and errors are minimized./ B9{0¢ @0 918 @gen O» gm0 ecls gd® ed.
Time can be saved./ mics 88 »C o HSa.

Fatigue can be reduced./ e®ewe a8 0 ©» HEE.

Touch typing allows users to type quickly without continuously looking at the keyboard, thereby
reducing the time required to prepare documents.

BROFOT® @¢es @50 I8 BEE 8853 sEBE®EBI0 wTDT® e¢ts BosImdewss

@RAEI DKL 08 BERO H(S O» om0, VOB eCam wwed SEOO KO WIEH &f)
@d.

By learning the correct finger positions and key assignments, users can type the required keys

correctly and minimize errors.
BOGE a(BE 8890 ww o 0053 8OO gevs ©He®s3, s8BewEs530 adas wmd

BO(OCD OO0 e ecde gd® BBOO H(Bwid crel.
#ICT an‘?%l:z%
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32. Correct finger positioning and efficient typing techniques reduce unnecessary hand and physical
movements, thereby reducing fatigue.

Booe aBE 8898® wn mibue® 088 88e® n® 085 gerns’ ww afded amdas
DB ¢l I gm0, YOBS edewes ¢ &) @d.

33. Proper typing techniques and correct finger/hand positioning can help reduce unnecessary strain
and prolonged stress on the hands and body.

BOG€ 08 B8e® n® ww a@E/a8 BO108d 889858 @853 a5 e @8dnc @ (505
30RL BB 3w ERBEm B8lme ¢d® B8O o8 ed.

34. Touch typing can reduce the time spent in certain positions and can help prevent discomfort
associated with maintaining poor typing positions for long periods.

Touch typing ®8z3 ©® ©® @8wdOE ®m OB RSB &) WE V(B o0, D08 @8wddESS g
@D 08 B8E e ¢B0m aowemn D OB ¢ ol @d.

35. Typing tutor software is software designed to help users learn and practise typing quickly and
accurately.

‘Typing tutor software’ ¢z s8&EmE50 eDndio ww BOCCD 088 BEEO gevs ®(S®D
@Y e D00 s SO wewr BU@rens 0 1S ®aciIdBs.

36. It is used to provide a suitable and easy method for learning and practising touch typing.

Touch typing @eozm ©(BO0 » gumey SO0 ¢3cey 63w g DOES e3(5B8® 3¢ OB WIDH0
omel.

37. Users can search for and find typing tutor software by browsing the Internet.
a30BIEe Vededd e R1Be®s s8BREmEIO typing tutor ®agze® @I ©B HEGE.

38. Three examples are: ¢cownden S HO:

e Rapid Typing Tutor

e TIPP10

o Typefaster

39. Itis a typing tutor program used to learn and practise typing skills.
e®u 083 88e® Qe 90 OB Y gMen DOO »IDmN WOm O8E Se® ymen
®aE10OBS.

40. TIPP10 is a typing tutor software program that can be used to practise typing.

TIPP10 vz 08 88® epnen S@0 9D we (S 08 S8e® gemen ®igmenns.

41. Typefaster is a typing tutor software program designed to help users learn and practise typing.
Typefaster @z 688550 088 8868 gevsm OB wy gy JOO cwmd BB® ¢wo
BE&renws 0 a8 08 BBe® tmen ®acminns.

42. Different keyboard techniques have been introduced to allow users to type in different languages
using computers.
s80enm HIDDHEBs DOW HIvIDES 08 B0 sEBEmEHO @) ey DD WD DO
»EsI0 & ar.

43. Sinhala and Tamil keyboards are widely used in the country.

@®00 pE BovE 8y ECOE WRPTHDT FYNED VIV .

#ICT 2023629
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44.

45.

46.

47.

48.

49.

50.

51.

52.

53.

54.

The two types are: ©® 20® e¢m svm (ESed:

Standard Sinhala Keyboard / ©s®®2 8o0E @30 ®

Phonetics Keyboard /| @mex s (@R¢mnmE) ompdiigdo®

A Standard Sinhala Keyboard is a keyboard layout in which Sinhala characters are entered using
specific character keys located on the keyboard.

2OOD BoE IO @B T Dced BB BeEdn ased wmdy 0II0mewns’ EonE
@80 e OB OO0 LBeS.

It is called the Wijesekara Sinhala Keyboard.

8 Bedeedmnd 8o eroiygdd® ece »E3ed.

It is used in pre-computers and other data communication devices and is also used in the Unicode
system.

O s8onenm 8 DS ¢t BBBEDLD C1dDE OO YBeWID BB BE ¢ $IDDN
@d.

A Phonetics Keyboard is a keyboard method in which Sinhala characters are entered according to
their Sinhala sounds.

@MIEeNI BRTIDTD 1Y) BowE @BB80OE GRCOED aNED O® a38d e DO
BRO1HOT DOGE.

The user does not need to memorize the exact locations of the Sinhala characters because
characters can be entered according to their sounds.

e300 doed @RORD amD eSS »E V(B (B3, sEBE®@IO Bowe aecde B
8830 0000 S OO0 @Das ©5ed.

It can be used to type Sinhala SMS messages on mobile phones by entering Sinhala words
according to their sounds.

8BonE D0 Jed @RdRO amd e BEe®s3 Bov® (IWIDOR BonE o3 &)
08 B8O dw ®iDm e DS,

A Unicode keyboard is mostly used when typing Tamil letters.

ec®g aec 088 B8e®E eaewd 80 gBemi0 emIdT® ¥idm @d.

Unicode is an open-source character encoding system/standard that allows characters from
different languages to be represented and used on computers.

GBI ky) 88Q 0BDE aed sfvernm @ Bosens B0 wy ®iDm SEOO @)
©BEHD 0 Yig a8380 eBmden s{dBe ewl 88wk s.

No. It is not necessary to have a Unicode font installed on the computer to read a document
prepared using Unicode, because the appropriate font can be obtained by the computer.
DD, GHeID DIDHERH 8w OB ¢ eCADEE BedOO 8venmed gBemI) ¢t
@®3edm0ws BGimn w0 B gdrs e0ed; 53¢ JO g aRd @®idmin wbvenma
OB R o DS RBDS.

Examples include: ¢¢onden eces svm 0o ¢sde »Sae:
FMBindumathi
FMAbhaya

#ICT an3Dsb2d
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55.

56.

57.

58.

59.

60.

61.

62.

63.

64.

65.

66.

Examples include: ¢¢onden eces svm 0o (e »iSae:

Bamini

Kalaham

The creation of letters and documents needed in day-to-day life using a computer is called word
processing.

80enmwees Idmens’ demer EDmHuO Do @ed wY eCA® BU®iewns BEE VOm
o8O ecen H@Sed.

Correct keyboard usage is essential for efficient word processing through a computer.
80w 90w D@D DO 8O BewI BOIOE BROOTT HIDHB gBO®L ©d.
The commonly used keyboard layout is the QWERTY keyboard.

DNED ©ITN OB BPTRIDT BE® D533 QWERTY wopdigdd@8.

Yes. The QWERTY keyboard can also be used for languages such as Sinhala and Tamil.

@8. QWERTY @030 0® 8onE 3% 0c®g D18 ©zn e3¢0 ¢ 9D DE HUEE.

Users can practise correct keyboard usage by using Typing Tutor software.

Typing Tutor ®agzie®es ©8mens’ B8REDEHO BOICED 1pdidd® »widm B8O gney I
ED'(KSCS.

The student should learn touch typing, which allows typing quickly and accurately without looking
at the keys.

B0 OT1eD B BT ©¢ts ENRAEI EDOIBL 3w HBOOCD wrd| BOOO @) wEH® O
08853 »®w 300 B85 9evm OB G®.

The student should: &¢300 8853 o ¢ 8¢ e ge:

Learn the correct finger positions for the keyboard./ smdr ©001® e3¢ @BE mPs g BOT
B 9o ©(Se.

Practise regularly using typing tutor software./ ‘08823 SgQOb" ®agzmie® HIDmens’ B0
gede.

The Sinhala Phonetics Keyboard would be suitable because Sinhala characters can be entered
according to their sounds.

8o ated died aRcDEO amWED aES »E Y1 BB BoE @mem»I Wt
OO DS eyeey O gud.

The Standard Sinhala Keyboard (Wijesekara Sinhala Keyboard) should be used.

800D 8o e HOU® (Bedeednd B erdi HOU®) ©IBDN BDE IGRE.

The student should learn touch typing, use the correct fingers for the appropriate keys, maintain
the correct hand position, and practise using typing tutor software.

e300 0D 0885 9w 9evs OB, g @GO wewI BOCE 1B »widnm BB, BO(CE s’
883® 5301 o(BO® e '0BBs3 SQOU" ®agze® ©IDmens’ N ed® 8¢ e G®E.

It allows documents to be prepared quickly and accurately, minimizes errors, saves time, and
reduces fatigue.

0OBs eCa® DY e BOCCD wwed BBOO »(BB®, ecle 3d® 8O, s R0 J® ww

edent ¢f) J® wm Dl eR.
#ICT an(225629 g\
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67. Yes. The QWERTY keyboard can be used for English and can also support languages such as
Sinhala and Tamil through appropriate keyboard methods.
®8. QWERTY w0 500(1® @08 ©020d 3w ©8m0 D€ 1S @m0, 8388y B0t 8O0 H®
HOW0 o e @COE DB 0By LTI ¢ A WD ©D.

68.

Standard Sinhala Keyboard Sinhala Phonetics Keyboard

Uses specific character locations on the
keyboard./ cmpo305e® e BEDn eed
88O ©5my0 8.

Uses the sounds of Sinhala characters./ &o»c
@BBOOE @R Dm0 DIE.

Users need to remember character Users do not need to memorize exact character
locations./ s88em»E530 gfec 880 a8 || locations./ s8&e»E530 afecdc BEtn 880
B0 @ BRI OGSO ddes ©d. O308® 30 OGO Das ©@53ed.
Also called the Wijesekara Sinhala Keyboard./ Characters are entered according to Sinhala
Bedewdnd BovE eroigda® eEess sounds./ @e0 e oY CRBIES e
»&53ed. @RCOCO amyWCEOS.

69. Rapid Typing Tutor, TIPP10, and Typefaster.
Rapid Typing Tutor, TIPP10 ¢ Typefaster.

70. Touch typing is an important computer skill that allows users to type quickly and accurately without
looking at the keyboard. It helps save time, minimize errors, reduce fatigue, and improve efficiency
when preparing documents. Regular practice using typing tutor software can help users develop
this skill.

BROFOT® @¢ts @RI BT BO® wy) B8RE®EB0 eDvditd e HBO(CCD wrpdi EO®O
P8 wEH® Do 8o RBEHDD. eCAD wetd BEe®E et @88 W OB, ecls
20® 0 OISOV, edewe @8) 0 ORI, BBEPBODD HE D)0D1 ORI Oé 328
@d. Typing 9®8¢C ®acmi0® HIDDHELSS 3¢mony BB gnend ©85 s8BE»E530 0®®
DeEmD DB 0 OB HBw©ID CeR.

#ICT 2023629
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