APPENDIX -1

Lab Activity for Typing Practice in English

EXERCISE I
asdfg  ;lkjh asdfg ;Ikjh asdfg ;1kjh asdfg ;Ikjh asdfg
asdfg  ;lkjh asdfg ;Ikjh asdfg ;1kjh asdfg ;Ikjh asdfg
asdfg  ;lkjh asdfg ;Ikjh asdfg ;Ikjh asdfg ;1kjh asdfg
asdfg  ;lkjh asdfg ;Ikjh asdfg ;1kjh asdfg ;1kjh asdfg
asdfg  ;lkjh asdfg ;1kjh asdfg ;1kjh asdfg ;1kjh asdfg
EXERCISE II

Ask Fad Alsas Shad Lads Flags Flask

Jag Fag Fall Hash Glad Galls Salad

Jak Had Gaff Dash Gall Flash Slash

Sad Lad Adds Lash Hall Lakhs Dhalls

Dad Asks Alas Dall Fall Glass Shall

EXERCISE III
qwert  poiuy qgwert  poiuy qwert poiuy  qwert poiuy  qwert
poiuy qwert poiuy qwert poiuy qwert poiuy gqwert  poiuy
qwert  poiuy qgwert  poiuy qwert poiuy  qwert poiuy  qwert
poiuy qwert poiuy qwert poiuy qwert poiuy gwert  poiuy
gwert poiuy qwert poiuy qwert poiuy  qwert poiuy  qwert
poiuy qwert poiuy qwert poiuy qwert poiuy qwert  poiuy
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EXERCISE IV

awerqfa ;01upj; awerqfa ;01upj; awerqfa ;01upj;
awerqfa ;01upj; awerqfa ;01upj; awerqfa ;01upj;
awerqfa ;o1upj; awerqfa ;o1upj; awerqfa ;01upj;
awerqfa ;o1upj; awerqfa ;o1upj; awerqfa ;01upj;
awerqfa ;o1upj; awerqfa ;o1upj; awerqfa ;01upj;
EXERCISE V
Fish Dirks Oldest Apple Grade Falls Kodak
Rails Jaded Dead Usual Sales Filed Legal
Lease Lakes Agile Isles Ahead Larks Roses
Forks Hedge Skill Rupee Grass Would Alpine
Jaded Liked Equip Quail Jokes Asked Walks
Fiddle  Saddle Dead Filed Lakes Lease Legal
EXERCISE VI
azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnb;j
EXERCISE VII
Cat Jack Colour Neither Enemy Boat Calcutta
Not Have Joints Calling Voted Very Vineyard
Met Wind  Nerves Enlarge Money Move Material
Men Verb Verbal Someone Marry Give Sterling
Bent Joint Jackets Examine Thousand Cylinder Assessment
King  Carry Jumbled Examined  Struggle Possible Beginning
Zeal Night  Booklet  Gracious Grizzled Frequent Meanings
Zero Tonic  Cutting Becoming  Zodiacal Exponent  Doubtless
APPENDIX 89




EXERCISE VIII

12345
12345
12345
12345
12345

098767
098767
098767
098767
098767

12345
12345
12345
12345
12345

098767
098767
098767
098767
098767

12345
12345
12345
12345
12345

098767
098767
098767
098767
098767

EXERCISE IX

Type the following sentences 5 times:

2 LR e H;s =

—_ =
—_ O

Lost time is never regained.

Get-up early and do your work.

Today's youth and tomorrow's old

Age is a virtue when wisdom is with it.

Measure your word before it goes out of you.

My steps are measured.

A friend in need is a friend indeed.

Children are innocent and should be guided rightly.
Our Land has great sages who knew the eternal truth.
Truth never fails.

The Quick Brown Fox Jumps Over A Lazy Dog.

EXERCISE X

Type the following paragraph 10 times:

Our flag is tri-colour. SAFFRON is the symbol of sacrifice and a string mind. WHITE is
the symbol of purity, love and peace. GREEN is the symbol of plenty and joy. We hoist

and salute our flag. We are ready to make sacrifices for our country. We want peace and

progress. We want to be pure.
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APPENDIX - II

COMMONLY USED FULL FORMS

ACRONYM FULL FORM

Al ARTIFICIAL INTELLIGENCE

ARPANET ADVANCED RESEARCH PROJECT AGENCY NETWORK

BMP BITMAP PICTURE

bpi BITS PER INCH

CD COMPACT DISK

CPU CENTRAL PROCESSING UNIT

CSS CASCADING STYLE SHEET

CUI CHARACTER USER INTERFACE

DOS DISK OPERATING SYSTEM

DRAM DYNAMIC RANDOM ACCESS MEMORY

DSL DIGITAL SUBSCRIBER LINE

DVD DIGITAL VIDEO DISK

E COMMERCE ELECTRONIC COMMERCE

EEPROM ELECTRONICALLY ERASABLE PROGRAMMABLE READ
ONLY MEMROY

EMAIL ELECTRONIC MAIL

EPROM ERASABLE PROGRAMMABLE READ ONLY MEMROY

FTP FILE TRANSFER PROTOCOL

GB GIGABYTE

GIF GRAPHICS INTERCHANGE FORMAT

GUI GRAPHICAL USER INTERFACE

HTML HYPER TEXT MARKUP LANGUAGE

IAP INTERNET ACCESS PROVIDER

IBM INTERNATIONAL BUSINESS MACHINE

IC INTEGRATED CIRCUIT

ISDN

INTEGRATED SERVICE DIGITAL NETWORK
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ISP

INTERNET SERVICE PROVIDER

IT

INFORMATION TECHNOLOGY

JPEG JOINT PHOTOGRAPHIC EXPERTS GROUP
KB KILOBYTE

MB MEGABYTE

MIDI MUSICAL INSTRUMENT DIGITAL IDENTIFIER
MODEM MODULATER DEMODULATER

MPEG MOVING PICTURE EXPERTS GROUP

MROM MASKED READ ONLY MEMORY

NIC NETWORK INTERFACE CARD

PB PETA BYTE

PC PERSONAL COMPUTER

PNG PORTABLE NETWORK GRAPHICS

POP POST OFFICE PROTOCOL

PROM PROGRAMMABLE READ ONLY MEMORY
RAM RANDOM ACCESS MEMORY

ROM READ ONLY MEMORY

RTF RICH TEXT FORMAT

SERP SEARCH ENGINE RESULT PAGE

SMTP SIMPLE MAIL TRANSFER PROTOCOL

SRAM STATIC RANDOM ACCESS MEMORY

TB TERABYTE

TCP/IP TRANSMITION CONTROL PROTOCOL

ULSI ULTRA LARGE SCALE INTEGRATED CIRCUIT
UPS UNINTERRUPTIBLE POWER SUPPLY

URL UNIFORM RESOURCE LOCATER

USB UNIVERSAL SERIAL BUS

VLSI VERY LARGE SCALE INTEGRATED CIRCUIT

Www

WORLD WIDE WEB
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APPENDIX - III

COMMONLY USED SHORTCUT KEYS

(MS WORD)
Shortcut Keys Used for
Ctrl+A Select All
Ctrl+B Bold the selected text
Ctrl+C Copy the selected contents
Ctrl+D Opens the Font Dialog Box
Ctrl+E Center Align text
Ctrl+F Find text
Ctrl+G Goto line/page no etc.
Ctrl+H Replace text
Ctrl+1 Italic the selected text
Ctrl+J Justify paragraph
Ctrl+K Create Hyperlink for the selected text
Ctrl+L Left Align the paragraph
Ctrl+M Increase Indent
Ctrl+N Create a New File
Ctrl+O Open Existing File
Ctrl+P Print File
Ctrl+Q Clear Indents and Tabs
Ctrl+R Right Align the text
Ctrl+S Save File
Ctrl+T Increase Hanging Indent
Ctrl+U Underline the selected contents
Ctrl+V Paste the contents from the clipboard
Ctrl+W Close File
Ctrl+X Cut the selected contents
Ctrl+Y Redo the last action (if possible)
Ctrl+Z Undo the last operation
Ctrl+1 Single Line Spacing
Ctrl+2 Double Line Spacing
Ctrl+5 1.5 Line Spacing
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Ctrl+]

Increase Font Size

Ctrl+[ Decrease Font Size

Ctrl+Shift+C Copy the Formats of selected text
Ctrl+Shift+V Paste the copied Formats on selected text
Shift+F3 Change Case

F7 Spelling and Grammar Check

Alt+F4 Close Program
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COMMONLY USED SHORTCUT KEYS
(MS POWERPOINT)

Shortcut Key Used for

Alt + A Go to the Animations tab

Alt+F Open the File tab menu

Alt+ F2 or F12 Open the Save As dialog box

Alt+G Open the Design tab

Alt+H Go to the Home tab

Alt + K Go to the Transitions tab

Alt +N Open the Insert tab

Alt+Q Directs to the “Tell me what you want to do” box

Alt+R Go to the Review tab

Alt+ S Go to the Slide Show tab

Alt+W Go to View tab

Alt+X Go to the Add-ins tab

Alt+Y Go to the Help tab

Alt or F10 Turn the key tips to ‘on’ or ‘off”

Ctrl + A Select all the objects on an active slide

Ctrl + Alt +V Open the Paste Special dialog box

Ctrl + B Toggle bold on the selected text

Ctrl + C Copy the selected text, object, or selected slide

Ctrl + D Duplicate the selected object or a slide

Ctrl + E Center align the selected text

Ctrl + F Search in a presentation or use Find and Replace

Ctrl + F1 Show or hide the ribbon

Ctrl + F2 Print Preview View

Ctrl + 1 Toggle italics on the selected text

Ctrl +1J Justify the selected text

Ctrl + K Insert a hyperlink

Ctrl + L Left align the selected text

Ctrl + M Insert a new slide

Ctrl + N Create a new presentation document

Ctrl + O Open an existing presentation document
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Ctrl + P

Annotate using a Pen tool while playing the slideshow

Ctrl + Q Save and close a presentation

Ctrl + R Right align the selected text

Ctrl + S Save a presentation

Ctrl+ T Display the Font dialog box after text or object is selected
Ctrl + U Add or remove underline to selected text

Ctrl +V Paste the selected text, object, or slide

Ctrl + W or Ctrl + F4

Close a presentation

Ctrl + X Cut the selected text, object, or slide
Ctrl+Y Redo an action
Ctrl + Z Undo an action
Delete Delete the selected text, object, or slide
Esc End the slideshow
F5 Play the presentation from the start
F7 Check for spellings
Home Go back to the beginning of the slide
N or Page Down Move to the next slide while playing the slideshow
P or Page Up Return to the previous slide while playing the slideshow
Shift + F5 Play the presentation from the current slide
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