Grade 07 - Lesson 04

Word Processing

What is word processing? 8. What are control keys and character keys used
DO O vy BOW? for?
B0ED B0 B @Bd 1O WD WIS’
RO e3¢ag?
What is a word processor?
DO E® Bagrvws BB QOC?
9. What are function keys and navigation keys used
for?
B8 S 8w 0D1ED By ©IDHN
DOB3ess RO e3¢wIc?
How did word processing develop historically?
DO e (8e® FdEn edSi&nd DD
god emeedc?
10. What are the functions of the Caps Lock, Shift,
Spacebar, Tab, Enter, and Arrow keys?
Caps Lock, Shift, Spacebar, Tab, Enter es» S
What is word processing software? @Bl OE DIaes e@imac?
D0® 3® QagmIo® 3% @@I125HDIE?
Give four examples of word processing software. 11. Why is it important to sit with the correct posture
DO eL® ©age0® TWI SLDTEH HHIS while using a computer?
CR o¢TID. s8omermnan ©dmn o 8O0 B8
9810eds’ 8 8 838 Do’ Dxtes’ ai3?
What are some benefits of using word processing 12. How should the body be positioned while typing?
software? 08 BBe®8 afcu 8890 on wries
DO ® g0 IDmed &S Dol ometic?
@207
What are the main groups of keys on a typical 13. Where should the keyboard be placed when

computer keyboard?
200298 380er BROIOTTOD B g
@0 Drent) @@a¢?

typing?
083 BEe® wrmo13dd® mde giesd
@2IB(EG?
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14.

15.

16.

17.

18.

19.

Why should the wrist or palm not be kept on the
table while typing?

08 BEe® 918 »YD el gPic e®wn On
DR @NOD e a?

How should the hands be positioned while typing?
08 SBe®8 ¢t 88901 o gles emetdc?

How should the keys be pressed while typing?
08 BBe® wryd OFs e emeedc?

What can happen if keyboard keys are pressed
with excessive force?

23 RO @I BRO1IDTIed BT
OQPe»S RO 8ede wSe?

Why should both hands be given rest when not
typing?

08 @20 ¢dEDEE (3OE0 Sedmes
G0 8w whersd a&?

What should a person understand before creating
a document using a keyboard?

BROIOTOS 08Dens’ eCEADGES BU@rencs
BEOO evd yiocerny eBo® o Wless
ROe?

20. What are the main practices for using a keyboard
correctly?

BROHDTD BO1OCD 9080 BE® e Om
8 BEed e®idac?

21. What is touch typing?
Touch typing (om0t @¢es emaE 8 88e®
DOG) 6y ROBC?

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

typing?
08 BEe®8 BO108 ¢(BE 918nm BEE® Do’
D¥es’ a13?

23. Which fingers should be placed on the home-row
keys when starting to type?
08 BB® 20®» Sz 8O ‘home-row’ wmdt
(§B® 0d8ed wurd) On »PFs gPenss O
a1 BG¢?

24. What is meant by the home position of the
keyboard?
@030 @® ‘home posption’ (§B= 889®)
OBems’ et woess ROE?

25. Why should both hands be placed on the keyboard
before starting to type?
083 B8O ed®» BEOO ed ¢ wRCEIDTD
#ICT an(225629
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26. What is the purpose of assigning specific keys to
specific fingers?
Beddn B8 wey Sed8n wrpd sy
BBe® qogen n@c?

27. What keyboard is normally used for everyday

typing?

eecSn 08 B8® Oy ©¢HI I@IBECSY
0080 OB RO® GIcecd
BROIOTEOE?

28. Can a QWERTY keyboard be used for languages
other than English?
@B 010 eOmS womo 3w QWERTY
BRORIPTOS 0080 e HIBC?

29. State five benefits of learning to touch type
accurately.
BO1GED touch typing m®@w=d 08 8@
90D ORNe® D13 ws ¢ws’ WOBIB.

30. How does touch typing help to save time?
Touch typing @ s @88 w0 o0
comn8 O5tes’ emedc?

31. How does touch typing improve accuracy?
Touch typing 2®w BcDermdns &8 gy
»OBes’ emede?
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32.

33.

34.

35.

36.

37.

How can touch typing reduce fatigue?
Touch typing @« @823 ebewe g8 3 o
»rSers emed?

How can touch typing help prevent prolonged
bone diseases?

2B @e8S el DeDr OO 0D
08853 n®n w8 D¥es’ emweedc?

What is one benefit of touch typing related to job
positions?

dB0 »RT BPITVews’ VD B85
D@ a8 O 8w pee?

What is typing tutor software?
08 B8O neq DO @agme® 5 @@IDac?

Why is typing tutor software used?
08 B8® vmen DO @acmo® HDHN
wostes’ e13?

How can users find typing tutor software?
s8REmB530 088 B8O en DO @acre®
@EIBOD DB enee?
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38. Name three typing tutor software programs
mentioned in the lesson.

00e® wews’ 08d B8O gy I g
DDe0HS P DO 3CHBY WOBW.

39. What is the purpose of Rapid Typing Tutor?
Rapid Typing Tutor 8 ac@en R®=3¢?

40. What is TIPP10?
TIPP10 sz m@=c?

41. What is Typefaster?
Typefaster ez 9®=¢?

42. Why have different keyboard techniques been
introduced?
B8R w1 D®ede »wes3dn & grtersd
a&?

43. What languages are specifically mentioned as
widely used in the country?
0O e ANED »idmn O VO Sedvens’
ez’ 0 @S ©vr e@imDac?
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44.

45.

46.

47.

48.

49.

What are the two types of Sinhala keyboards
mentioned?

83 O S 8o Dot Ob® ecm
©@®1>0¢?

What is a Standard Sinhala Keyboard?
20 BowE wRoIDIOS by BOWC?

What is another name for the Standard Sinhala
Keyboard mentioned in the lesson?

0)e® 3¢5’ PO BowE wogdID 3TH
D80 OB BHOB B pOF?

Where is the Standard Sinhala Keyboard
commonly used?

2®0m BowE GmIIDID ANED ©ISHN
053053 emewic?

What is a Phonetics Keyboard?
@MmenI BRSO BB REC?

What is the main advantage of the Sinhala
Phonetics Keyboard?

8BoE ememdI epoddied @S g
Do ®BC?
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50.

How can Sinhala Phonetics Keyboard knowledge
be useful on mobile phones?

Bo®® OWMOBDDEE BoE @memIT rdddt
G® ewldmndns D53es’ emedc?

56.

What is word processing?
DO e 6y ROW?

57. Why is it essential to know how to use a keyboard
correctly?
51. What type of keyboard is mostly used when typing BROIDTD2 BO(SED ©8m0 WSB EISE
Tamil letters? 1 OB amsdns D53es’ ¢r&?
ec®g amd; 08 B88e® anEd ®18nmn O
OO0 Db p@P?
58. What is the commonly used keyboard layout?
DHEO DN DB BPTIOT B ES® p®e?
52. What is Unicode?
Unicode @z m®=5¢?
59. Can the QWERTY keyboard be used for Sinhala
and Tamil?
53. Is it necessary to install Unicode fonts on a QWERTY wm01239010 8@ 8% oc®g 83¢®0
computer to read a document prepared using 0050 D PRE?
Unicode?
Unicode ®18mens’ wme 2e 0CGEEs
Bd@O s8venmwum Unicode @m0 @®iedmnd
Beme BEE gbang?
60. How can users practise correct keyboard usage?
8RB0 BO(CT wmd(3DT 0Bme LR
B e emede?
54. Name some fonts that can be used to type Sinhala
letters.
f;?g@i@géchz ig@@;f;i?o D€ 9B gt 61. A student types while constantly looking at the
keyboard. What technique should the student
learn?
8ryedn Bosimoewns’ epdgdo® eces AR
55. Name some fonts that can be used to type Tamil O8d »d8. 0© Byy geom 0B G PV
letters. ROB?
@c®g gmdr 08 B8O widmn e VB @Ry
0®Jdmo BBsns »H® osIH.
#ICT 2023629 g\
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62. A student frequently makes typing errors and
types slowly. Suggest two ways to improve the
student's typing.

&e300n Bmd 088 BBe® ecis 8¢ wim gmd
00853 088 »d8. 0@ Brydred 08d B8e®
DB D(B8gen BBOO nH® e ©@nBiss
DO,

63. A user wants to type Sinhala without memorizing
the locations of Sinhala characters. Which
keyboard method would be suitable?

s8Bemewnnd Bowe aecdE 8830 »Osd®
@00 8o 088 BERO gdan @d. & wewo

868 WROYOTT PO REWE?

64. A user wants to type Sinhala using the traditional
standard keyboard layout. Which keyboard should
be used?
8BEmewmO 0808 8 wndyddt
B8O »d®ewrs’ Bone 083 B800 adaxs
0. ®dm BE G QOB BPTIDTOC?

65. A student wants to improve typing speed,
accuracy, and reduce fatigue. What should the
student do?

29000 08 B8e® edvw wH HoDEmID

O188ygen BEO, edewes af) wJ ORI
2das 0. 9O By we gend ROe?
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66.

67.

68.

69.

70.

Why is touch typing particularly useful when
preparing documents?

eCa® w»td B8e®8 0D 08853 n®cn
Beodsewrs’ yewlsmds dxlens’ ari?

A user needs to type documents in both Sinhala
and English. Can the QWERTY keyboard be used?
s8RE®eeO BowE @ @B wm ®is
ecomsI® eGm 08d [ERO gdans .
QWERTY wm01539010 9080 € 01S¢?

Compare Standard Sinhala Keyboard and Sinhala
Phonetics Keyboard.

80O BorE ©woIDT® v BovE
RRHIDE WRTRIOTD BB OB,

What are the three main typing tutor software
examples given in the lesson?

20e® 3gws’ gim 088 B8e® yyea
©ag0® ESEIDNTeRn B ©@@DIG?

Write a short note on the importance of touch
typing.

‘0D 0885 npo®ed D1costn® 88D emd
20vs Bosis.
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