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Activity 4.1

01. Consider the following statements. Put zz  ZZ for correct statements and   
zz ZZ for incorrect statements.

        (i) Word processing is a computer hardware based operation ^      &

^      &

      
^      &

       

(iv) Linux is not  a word processing software                    ^      &

     
02. What is word processing?  

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

Activity 4.2

01. Clearly explain the term word processing software.

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

Word Processing04
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     ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

       ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

03. Identify the following word processing software

C.   Corel Word Perfect

D.   iWork Pages
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Activity 4.3

   01' I am a rabbit.
  I like CARROTS.

  What are the keys used to type the above sentences?

  Example (-    '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

    ²  '''''''''''''''''''''''''''''''''''''

  02. What are the outputs obtained when typing the following keys?
  

Shift

Shift Shift

Enter

Caps

Caps

D

H

E B

B

M

K

D

I G

+

+

=   ...............................

=   ...............................

=   ...............................

=   ...............................

=   ...............................

Key  A Character A
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Activity 4.4

   01. List the advantages of using the keyboard appropriately.

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

  

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

             ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''
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Activity 4.5

the following keys.

A

B
C D

E P

Q R
S

T

J S

?

Space bar

....................... .......................

....................... .......................

....................... .......................

....................... .......................

Shift

T B

%

02. What is touch typing ?  

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

03. List three advantages of practicing the touch typing

 ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

   Left    Right 
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Activity 4.6

  01. Write the importance of using a software for touch typing    

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

     ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

   

(Get the help from your teacher) 

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

      ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

 ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

        ² ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

  03. Create a model of a keyboard and practice the touch typing 

Count the number of keys are typed within a minute with the help of 
your teacher in the computer lab or using the model of the keyboard 
created above. (Practice this as a game with your friends during your 
free time)

   04. Practice following sentences by touch typing

       i' I am in Grade Seven
      ii' This is my new Book  
        iii. We will play Basketball   

  iv. I come to school by car
  v. How's the weather



Free distribution only26

Activity 4.7

   01. Draw a image of a sinhala keyboard in your exercise book.
(Get the help of your teacher for this task)

   02. Write the key or key combination used in English keyboard to type the 
following sinhala letters based on the sinhala keyboard.

  Example : W I

u j

o l=

K R

, M

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

Shift W+

   
    03.Practice the following sentences given in sinhala by typing
       i' wfma cd;sl mlaIshd j,sl=l=<d h' 

      ii' wOHdmk wud;HdxYh  

        iii' WoEik wdydrh   

iv' l%Svd W;aijfha kHdh m;%h  

v' m,;=re fyd`Èka fidaod wdydrhg .kak
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04. Draw a image of a Tamil keyboard in your exercise book.

05. Write the key or key combination used in English keyboard to type the 
following tamil letters based on the tamil keyboard

    Example : A ,

u r;

q rh

w x

z b

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

'''''''''''''''''''''''''''' ''''''''''''''''''''''''''''

A

06. Practice the following sentences given in tamil by typing 

       i' ,yq;if vq;fs; ehL

      ii' fy;tp mikr;R   

        iii' fhiy Mfhuk;   

iv' tpisahl;Lg; Nghl;bfs; eilngWk;  

v' goq;fis ed;whff; fOtp rhg;gpLq;fs;

07. If you have internet facility in your school, type the sentences mentioned 
in question 03 and 06 using (Get help from your teacher)


