
1. What is word processing?  

jpk ieliSu hkq l=ulao@ 
 
 
 
 

2.  What is a word processor?  

jpk ieliqï uDÿldx.hla hkq l=ulao@ 
 
 
 
 

3.  H ow did word processing develop historically?  

jpk ieliSfï l%shdj,sh ft;sydislj j¾Okh 
jQfha flfiao@ 
 
 
 
 

4.  What is word processing software?  

jpk ieliqï uDÿldx. hkq fudkjdo@ 
 
 
 
 

5.  G ive four examples of word processing software.  

jpk ieliqï uDÿldx. i|yd WodyrK y;rla 
,nd fokak' 
 
 
 
 

6.  What are some benefits of using word processing 

software?  

jpk ieliqï uDÿldx. Ndú;fha we;s jdis 
fudkjdo@ 
 
 
 

7. What are the main groups of keys on a typical 

computer keyboard?  

idudkH mß.Kl h;=remqjrejl we;s m%Odk 
h;=re ldKav fudkjdo@ 
 
 
 

8.  What are control keys and character keys used 

for?  

md,k h;=re iy wlaIr h;=re Ndú;d lrkafka 
l=ula i|ydo@ 
 
 
 
 

9.  What are function keys and navigation keys used 

for?  

l%shdldÍ h;=re iy ixpd,k h;=re  Ndú;d 
lrkafka l=ula i|ydo@ 
 
 
 
 

10. What are the functions of the Caps Lock, Shift, 

Spacebar, Tab, Enter, and Arrow keys?  

Caps  Lock " Sh ift" Spacebar " Tab " Enter  iy B;, 
h;=re  j, ld¾hhka fudkjdo@ 
 
 
 
 
 

11. Why is it important to sit with the correct posture 

while using a computer?  

mß.Klhla Ndú;d lrk úg ksjerÈ 
bßhõfjka jdä ù isàu jeo.;a jkafka wehs@ 
 
 
 

12. H ow should the body be positioned while typing?  

ghsma lsÍfï§ YÍrh msysgqjd .; hq;af;a 
flfiao@ 
 
 
 
 

13. Where should the keyboard be placed when 

typing?  

ghsma lsÍfï§ h;=remqjrej ;eìh hq;af;a 
fld;eko@ 
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14. Why should the wrist or palm not be kept on the 

table while typing?  

ghsma lsÍfï§ ue‚la lgqj fyda w;a, fïih u; 
;nd fkd.; hq;af;a wehs@ 
 
 
 
 

15. H ow should the hands be positioned while typing?  

ghsma lsÍfï§ oE;a msysgqjd .; hq;af;a flfiao@ 
 
 
 
 

16. H ow should the keys be pressed while typing?  

ghsma lsÍfï§ h;=re tìh hq;af;a flfiao@ 
 
 
 
 
 
 

17. What can happen if keyboard keys are pressed 

with excessive force?  

wêl n,hla fhdod h;=remqjrefõ h;=re 
tnqjfyd;a l=ula isÿúh yelso@ 
 
 
 
 

18. Why should both hands be given rest when not 

typing?  

ghsma fkdlrk wjia:dj,§ oE;aj,g úfõlh 
,nd Èh hq;af;a wehs@ 
 
 
 
 

19. What should a person understand before creating 

a document using a keyboard?  

h;=remqjrejla Ndú;fhka f,aLkhla ks¾udKh 
lsÍug fmr mqoa.,fhl= f;areï .; hq;af;a 
l=ulao@ 
 
 
 

20.  What are the main practices for using a keyboard 

correctly?  

h;=remqjrej ksjerÈj Ndú;d lsÍu i|yd jk 
m%Odk ms<sfj;a fudkjdo@ 
 
 
 
 

21. What is touch typing?  

Touch  typ ing  ^h;=re foi fkdn,d ghsma lsÍfï 
l%uh& hkq l=ulao@ 
 
 
 
 
 

22.  Why is it important to use the correct fingers when 

typing?  

ghsma lsÍfï§ ksjerÈ weÕs,s Ndú;d lsÍu jeo.;a 
jkafka wehs@ 
 
 
 
 

23.  Which fingers should be placed on the home - row 

keys when starting to type?  

ghsma lsÍu wdrïN lrk úg ‘home -row ’ h;=re 
^uQ,sl fma<sfha h;=re& u; ;eìh hq;af;a l=uk 
weÕs,so@ 
 
 
 
 

24.  What is meant by the home position of the 

keyboard?  

h;=remqjrefõ ‘home  posµt ion ’ ^uQ,sl msysgqu& 
hkafkka woyia lrkafka l=ulao@ 
 
 
 
 

25.  Why should both hands be placed on the keyboard 

before starting to type?  

ghsma lsÍu wdrïN lsÍug fmr oE;a h;=remqjrej 
u; ;eìh hq;af;a wehs@ 
 

Page 02 
BSc, Higher Diploma in Information and Communication Technology (SLIIT)                                           

Bachelor of Information and Communication Technology (University of Colombo - UG)  

#ICT  Yx‹{£y¥{ 



26.  What is the purpose of assigning specific keys to 

specific fingers?  

úfYaIs; weÕs,s i|yd úfYaIs; h;=re fjka 
lsÍfï wruqK l=ulao@ 
 
 
 
 

27.  What keyboard is normally used for everyday 

typing?  

ffoksl ghsma lsÍï lghq;= i|yd idudkHfhka 
Ndú;d lrkafka l=uk wdldrfha 
h;=remqjrejlao@ 
 
 
 
 

28.  C an a QWERTY keyboard be used for languages 

other than English?  

bx.%Sis yer fjk;a NdId i|yd QWERTY  

h;=remqjrejla Ndú;d l< yelso@ 
 
 
 
 

29.  S tate five benefits of learning to touch type 

accurately.  

ksjerÈj touch  typ ing  l%uhg ghsma lsÍug 
bf.k .ekSfï jdis myla i|yka lrkak' 
 
 
 
 

30.  H ow does touch typing help to save time?  

Touch  typ ing  l%uh ld,h b;sß lr .ekSug 
WmldÍ jkafka flfiao@ 
 
 
 
 

31. H ow does touch typing improve accuracy?  

Touch  typ ing  l%uh ksrjoH;djh jeä ÈhqKq 
lrkafka flfiao@ 
 
 
 

32.  H ow can touch typing reduce fatigue?  

Touch  typ ing  l%uh u.ska fjfyi wvq lr .; 
yelafla flfiao@ 
 
 
 
 

33.  H ow can touch typing help prevent prolonged 

bone diseases?  

È.=ld,Sk wiaÓ frda. j<lajd .ekSug zgÉ 
ghsmskaz l%uh WmldÍ jkafka flfiao@ 
 
 
 
 

34.  What is one benefit of touch typing related to job 

positions?  

/lshd ;k;=re iïnkaOfhka zgÉ ghsmskaz 
l%ufha we;s tla jdishla l=ulao@ 
 
 
 
 

35.  What is typing tutor software?  

ghsma lsÍu mqyqKq lrk uDÿldx. hkq fudkjdo@ 
 
 
 
 

36.  Why is typing tutor software used?  

ghsma lsÍu mqyqKq lrk uDÿldx. Ndú;d 
lrkafka wehs@ 
 
 
 
 

37.  H ow can users find typing tutor software?  

mßYS,lhskag ghsma lsÍu mqyqKq lrk uDÿldx. 
fidhd.; yelafla flfiao@ 
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38.  Name three typing tutor software programs 

mentioned in the lesson.  

mdvfï i|yka ghsma lsÍu mqyqKq lrk uDÿldx. 
jevigyka ;=kl kï i|yka lrkak' 
 
 
 
 

39.  What is the purpose of Rapid Typing Tutor?  

Rap id Typ ing  Tutor  ys wruqK l=ulao@ 
 
 
 
 

40.  What is TIPP10?  

T IPP10  hkq l=ulao@ 
 
 
 
 

41. What is Typefaster?  

Typefaster  hkq l=ulao@ 
 
 
 
 
 

42.  Why have different keyboard techniques been 

introduced?  

úúO h;=remqjre  l%ufõo y÷kajd § we;af;a 
wehs@ 
 
 
 
 

43.  What languages are specifically mentioned as 

widely used in the country?  

rg ;=< nyq,j Ndú;d jk njg úfYaIfhka 
i|yka lr we;s NdId fudkjdo@ 
 

 

 

 

 

44.  What are the two types of Sinhala keyboards 

mentioned?  

i|yka lr we;s isxy, h;=remqjre j¾. fol 
fudkjdo@ 
 
 
 
 

45.  What is a Standard Sinhala Keyboard?  

iïu; isxy, h;=remqjrejla hkq l=ulao@ 
 
 
 
 

46.  What is another name for the Standard Sinhala 

Keyboard mentioned in the lesson?  

mdvfï i|yka iïu; isxy, h;=remqjrej i|yd 
Ndú;d jk ;j;a kula l=ulao@ 
 
 
 
 

47.  Where is the Standard Sinhala Keyboard 

commonly used?  

iïu; isxy, h;=remqjrej nyq,j Ndú;d 
jkafka fldfyao@ 
 
 
 
 

48.  What is a Phonetics Keyboard?  

f*dfkála h;=remqjrejla hkq l=ulao@ 
 
 
 
 

49.  What is the main advantage of the Sinhala 

Phonetics Keyboard?  

isxy, f*dfkála h;=remqjrefõ we;s m%Odk 
jdish l=ulao@ 
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50.  H ow can Sinhala Phonetics Keyboard knowledge 

be useful on mobile phones?  

cx.u ÿrl:kj,§ isxy, f*dfkála h;=remqjre 
oekqu m%fhdackj;a jkafka flfiao@ 
 
 
 
 

51. What type of keyboard is mostly used when typing 

Tamil letters?  

fou< wl=re ghsma lsÍfï§ nyq,j Ndú;d jk 
h;=remqjre j¾.h l=ulao@ 
 
 
 
 

52.  What is Unicode?  

Un icode  hkq l=ulao@ 
 
 
 
 

53.  Is it necessary to install Unicode fonts on a 

computer to read a document prepared using 

Unicode?  

Un icode  Ndú;fhka ilia l< f,aLkhla 

lshùug mß.Klhl Un icode  wl=re fudaia;r 
ia:dmkh lsÍu wjYHo@ 
 
 
 
 

54.  Name some fonts that can be used to type Sinhala 

letters.  

isxy, wl=re ghsma lsÍug Ndú;d l< yels wl=re 
fudaia;r lsysmhla kï lrkak' 
 
 
 

55.  Name some fonts that can be used to type Tamil 

letters.  

fou< wl=re ghsma lsÍug Ndú;d l< yels wl=re 
fudaia;r lsysmhla kï lrkak' 
 
 
 

56.  What is word processing?  

jpk ieliSu hkq l=ulao@ 
 
 
 
 

57.  Why is it essential to know how to use a keyboard 

correctly?  

h;=remqjrejla ksjerÈj Ndú;d lrk wdldrh 
oek .ekSu w;HjYH jkafka wehs@ 
 
 
 
 

58.  What is the commonly used keyboard layout?  

nyq,j Ndú;d jk h;=remqjre ieleiau l=ulao@ 
 
 
 
 

59.  C an the QWERTY keyboard be used for Sinhala 

and Tamil?  

QWERTY  h;=remqjrej isxy, iy fou< i|yd 
Ndú;d l< yelso@ 
 
 
 
 

60.  H ow can users practise correct keyboard usage?  

mßYS,lhskag ksjerÈ h;=remqjre Ndú;h mqyqKq 
úh yelafla flfiao@ 
 
 
 
 

61. A student types while constantly looking at the 

keyboard. What technique should the student 

learn?  

isiqfjl= ksrka;rfhka h;=remqjrej foi n,ñka 
ghsma lrhs' tu isiqjd bf.k .; hq;= l%ufõoh 
l=ulao@ 
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62.  A student frequently makes typing errors and 

types slowly. Suggest two ways to improve the 

student's typing.  

isiqfjl= ks;r ghsma lsÍfï fodaI isÿ lrk w;r 
fiñka ghsma lrhs' tu isiqjdf.a ghsma lsÍfï 
yelshdj jeäÈhqKq lsÍug l%u folla fhdackd 
lrkak' 
 
 
 
 

63.  A user wants to type Sinhala witho ut memorizing 

the locations of Sinhala characters. Which 

keyboard method would be suitable?  

mßYS,lfhl=g isxy, wlaIrj, msysàï lgmdvï 
fkdlr isxy, ghsma lsÍug wjYH fõ' ta i|yd 
iqÿiq h;=remqjre l%uh l=ulao@ 
 
 
 
 

64.  A user wants to type Sinhala using the traditional 

standard keyboard layout. Which keyboard should 

be used?  

mßYS,lfhl=g idïm%odhsl iïu; h;=remqjre 
ieleiau Ndú;fhka isxy, ghsma lsÍug wjYH 
fõ' Ndú;d l< hq;af;a l=uk h;=remqjrejo@ 
 
 
 
 

65.  A student wants to improve typing speed, 

accuracy, and reduce fatigue. What should the 

student do?  

isiqfjl=g ghsma lsÍfï fõ.h iy ksrjoH;dj 
jeäÈhqKq lsÍug;a" fjfyi wvq lr .ekSug;a 
wjYH fõ' tu isiqjd l< hq;af;a l=ulao@ 
 
 
 
 
 
 
 
 

66.  Why is touch typing particularly useful when 

preparing documents?  

f,aLk ilia lsÍfï§ zgÉ ghsmskazl%uh 
úfYaIfhka m%fhdackj;a jkafka wehs@ 
 
 
 
 
 

67.  A user needs to type documents in both Sinhala 

and English. Can the QWERTY keyboard be used?  

mßYS,lfhl=g isxy, iy bx.%Sis hk NdId 
foflkau f,aLk ghsma lsÍug wjYH fõ' 
QWERTY  h;=remqjrej Ndú;d l< yelso@ 
 
 
 
 
 

68.  C ompare Standard Sinhala Keyboard and Sinhala 

Phonetics Keyboard.  

iïu; isxy, h;=remqjrej iy isxy, 
Yíodkql+, h;=remqjrej ikaikaokh lrkak' 
 
 
 
 
 

69.  What are the three main typing tutor software 

examples given in the lesson?  

mdvfï i|yka m%Odk ghsma lsÍfï mqyqKq 
uDÿldx. WodyrK ;=k fudkjdo@ 
 
 
 
 
 

70.  Write a short note on the importance of touch 

typing.  

zgÉ ghsmskaz l%ufha jeo.;alu ms<sn|j flá 
igykla ,shkak' 
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