APPENDIX -1

Lab Activity for Typing Practice in English

EXERCISE I

asdfg  :lkjh asdfg  ;lkjh asdfg  :lkjh asdfg ikjh asdfg
asdfg  kjh  asdfg  ;lkjh  asdfg  ikjh  asdfg dkjh asdfg
asdfg  ;lkjh asdfg  ;lkjh asdfg  ;lkjh  asdfg :lkjh asdfg
asdfg  ;lkjh asdfg ;lkjh  asdfg  :lkjh asdfg ;lkjh asdfg
asdfg  :lkjh asdfg  :lkjh asdfg  ilkjh  asdfg dkjh asdfg.

EXERCISE 11

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

gwerl poiuy gwerl poiuy gwerl poiuy  gwert poiuy  gwert
poiuy gwert poiuy  gwerl  poiuy  gqwert  poiuy gwert  poiuy
gwerl  poiuy gwerl  poiuy gwert  poiuy  gwert poiuy  gwert
poiuy  gwert poiuy  gwert  poiuy  gwert  poiny gwert  poiuy
gqwerl poiuy qwerl  poiuy gwerl  poiuy  qwert poiuy  gwert
poiuy qwert poiuy  gqwert poiuy  gwert  poiuy qwert  poiuy




EXERCISE IV

awerqla ;olupj; awerqla ;olupj; awerqla ;01upj;
awergfa :oiupj; awergfa ;oiupj; awergfa ;opj;
awerqfa :01upj; awergfa ;o1up]: awergfa :01upyj;
awerqfa ;oiupj; awerqfa :oiupj; awerqfa ;oiupj;
awerqfa ;o1upj: awergla ;01Upj: awerqfla Toiupj;
EXERCISE V
Fish Dirks Oldest Apple Grade Falls Kodalk
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
azxcvi licmnhbyj azxevi lkmnbj azxevl Ikmnbj
azxcvf lkmnhbj azxevf lkmnhbj azxcvf lkmnbj
azxevl lkkmnbyj azsevl Tlemnbyj azxevl lkmnbyj
azxevl lkemnhj azxevf lkkmnbj azxevl lkmnbj
azxevf lkmnhj azxcvl Ikmnhj azxevfl lkmnbj
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
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EXERCISE VIII

12345 098767 12345 098767 12345 098767

12345 098767 12345 098767 12345 098767

12345 (98767 12345 098767 12345 098767

12345 (98767 12345 098767 12345 (98767

12345 098767 12345 098767 12345 098767
EXERCISE IX

Type the following sentences 5 times:

Lost ome 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 1t goes out of you
My steps are measured

A friend in need is a friend indeed

Children are innocent and should be guided rightly.

A0 el Evath e Bac B e

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:

Owr flag 1s tn-colour. SAFFRON is the symbol of sacnifice and a string mind. WHITE is
the symbaol 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 - 11

Lab Activity for Typing Practice in Punjabi (Using Anmol Lipi Font)

Sresar mawg Gnesar mawd Cremar @ade  Onesar  madd
Sresar BaAg  GWesdr mEE9 Sresar ®adg  Onesar  Baed
Gresor Baav  GReser ®awo Onvsar Baav  Onesar Banw
Gwesar marg  GResar Fawe Gnesar wawo  GWesar wmaEww
Sresw @mawe O e mewo Gvesar magwe  GneEdr  mE
HOME ROW EXERCISE - 11
HAOEY SHY HTEW (BHY WEGEW [ BHY HETEW BHY
WHOSW BYY WHOSW  BYY WETSW [ BYY WHUSW BHY
WMETEW  BHY WHOSW BYY WMHUEW BT WHUSW BT
WHORY HYY WHORW BYT WHUSW BYY WHTRYW  EYY
WHORW BHY HATREW  [BYY WHOEW HYS WHORW BHY
SECOND ROW EXERCISE-III
Iriege u f _— Fgrfege 1 i o IFvieage Al AN
Irvfege u'f_ - 3rvfege uf_ & 3Irvfege u—f
grfege u~f_ "~ grfege sl = grfege y i ot
gtfege uf_ - gFrfege s grfege yf_ ™
Irfege y - f grfegz 1 e A Irfege gy g A
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SECOND ROW EXERCISE-IV

gtG:s =& 1) w®©tE T et w®te T e e
gt€s 17 wt€.s =1 wtEw g
gt&€'s =T 1 at€® e YT ®tE® S i
gtgs 1" =wtE€s AR S - -
gig.s "1 wtE'® C A SR - ) i
HOME ROW AND SECOND ROW EXERCISE-V
@regzs Tf_ouwg Gregzz e S
Sreazz e o Sregzz Ffouw;
Gregzzd Ot e |- Sregza i ) -
greg3s @ e e d Greszz e cfoua
Sregzz foua; Gregzs@ cf ua;

HOME ROW AND SECOND ROW EXERCISE-VI

AT ufgan T @EEHZ  wuuysE  walew e@=sn  gela
Gfsn sivee el _HE% AesER efgee BEAEH
seORE  mUaEm wEnsE TASER waEEe LA AR

HOME /SECOND/THIRD ROWEXERCISE -VII

Gazg=z BAHSEH WATHAESTE TY'gy
Casv=w EAHEEH HATHETE TH'IE
Gazsv=w BEIHEEH MAAETE TETY
Gaza=g BEIHEEH MATAETE FH'TT
Gacso=v BIHEEA MAAESTE s'FY
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FOURTH ROW EXERCISE-VIII

B 5 O 0908767 T R4 HE*()
“12345 DOB767 1 #4A% HE*()
12345 N98767 Tl #4% HE*()
12345 098767 T4 % HE*()
“12345 098767 T #4% HE*()
EXERCISE - IX
Arfem BYE wg BT fesH
afulee foa LEE] e e
A& Hast EEIGIES festr forfemr
EGIET fefzom afez feam et
wat=afmet IRE e el AHETS Hated
YAHe Guaféar frven f&F GIRES
THAIST nHEET Eara Yt i ra
CE €= iy " fazmat
feguz e dvre Harga nifanimr

EXERCISE - X

Uy gat=afret ufenmsr & =en oAss 37 Anus i © forr fseewt w2 dvrst
fegmar & wdt €. syl fw, 0. gse< fiw Shr, a7 =ffes fiw & et S
gafont g7, gafecs fiw »Z 7. Igadte w & d@-fmitar s e sifier rreesnm
famra dtar T fan oot ee=d ey 3 fesrer enda aa fEesd™e 2 Go faz < dwrst
fa fover g3 Aur § famr & | 88 I fa ot wruet et-we S orue faw fitss 7F an
e Fas 3 Uadt v 39 wae T | falfa feo ree=nie 3ord Uamdt gotas 8¢ (T=h)
f&w o a@s @ mges Quewy geler 9
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APPENDIX - III

Practice Lessons for Typing in Raavi Unicode Font

L w8 B0 gt (3= ¥ | g § g PR B [ = 1 e
. AT 5 ¥ oo F fie o HE i= KW LW 8 “E .
s = g [+ r.fo g9 W K W (5§ A z =
Fa % d 4 3 v 8% N8 M < 31 T
Shify Shift
r O (] v & PR3 neE m W =i | =

AT 5 & oow Ff (8] HE i3 Ky Lw| : | ‘5
""-."F‘ s 3 - R F i g-g ho | 7 ka LE ‘;_i ‘g ‘ E"m‘
s kI phzaabidivdggesqdgedodgehesbkagageesd
FidaggsThaoahbhazidgedaggsgyegIITAN
gl hbhagdidedTdodpopdddgddYypse
adadagIsgesvgabh bbb qsas g ch 22acut
ddfbyusgwabhbadhbhbpehesad¥degUYsgdgw3
feqa3dfbaqgaaq ¥ a o f o3 WgesYaqoowd

d 3 dagu2fadx @ va ag ya gy fegV 2 eaael
i’smqaeuaaaaésjaer&ﬁéﬁa:ﬁ'ﬂﬁa&ﬂg
d¢ [ ¢33 2 a9 2 @ 3 fugew B az 2yl va fad 3
43 yg 22 a9 yy 33l g2z dfyeeazdiugasz
ed ud @d @ 4 €9 93 2 w9 d @9a 9 2 d fu g fo A Q sw A =4

@3 oM agecoI T e wdg 5 g eu Il w9 g ad g il € 2
2y fue fza 2y caa fae oza Moz By wg=d Ju @9z R feas By e

e Faz foe 33 foe 99y 399 faoq 93 U2 F93 ugq 999 faag foe faas
93 foe Ju d=g fue efoe 9@ @@ dwgd Ju I@ ad oF hg faer d=a fim
fee 93 o3 @ wo=g vay ye 93 fae 93w foe fou @va faez fo2 A9

foe 599 ue ugw faq U¢ fou JU ¥YEad o909 20d Wa Had A9 999 f@dd

ﬁﬂq fae 93 da wu2 fagd Fad fue dug 22 d4a a3 a4 day ufous fee
fagz fofo fuza =wa ufgos cga wea dua aud Oug wEEd U2 faa e fE=g
fae aga we e R 393 wue fou faas 33 69 339 999 @9 {930 @09
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1" Row {quwlhwj - Practice Lesson without ushushﬂtlmy
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1" Row jlippur Row) — Practice Lesson using Shift Key
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APPENDIX - IV

COMMONLY USED FULL FORMS

ACRONYM FULL FORM

Al ARTIFICIAL INTELLIGENCE

ARPANET ADVANCED RESEARCH PROJECT AGENCY NETWORK

BMP BITMAP PICTURE

bpi BITS PER INCH

CDh 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 MEMORY

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 SERVICES 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 /INTERNET 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 -V

COMMONLY USED SHORTCUT KEYS

(MS WORD)

Shortcut Keey Used for
Curl+A Select All

Ctrl+B Bold the selected text

Cirl+C Copy the selected conlents
Cirl+D Opens the Font Dialog Box
Cul+E Center Align text

Cul+F Find text

Cul+G Goto line/page no etc.

Cul+-H Replace text

Ctrl+I Italic the selected text

Ctrl+] Justify paragraph

Ctl+K Create Hyperlink for the selected text
Ctrl+L Left Align the paragraph

Crrl+M Increase Indent

Ctrl+N Create a New File

Cirl+0 Open Existing File

Cirl+P Print File

Cirl+0Q Clear Indents and Tabs

Cirl+R Right Align the text

Curl+S Save File

Ctrl+T Increase Hanging Indent

Cirl+1I Underhine the selected contents
Ctrl+V Paste the contents from the clipboard
Cul+W Close File

Cirl+X Cut the selected contents
Crl+Y Redo the last action (if possible)
Ctrd+Z Undo the last operation

Ctrl+1 Single Line Spacing

Cul+2 Double Line Spacing

Ctrl+5 1.5 Line Spacing
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Cirl+] Increase Font Size

Crrl+| Decrease Fonl 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 EXCEL)

Shoricutl Keey Used lor

Cirl + A Select the entire worksheet. If the cursor is currently placed within a
table, prezs once 10 select the table, press one more time 1o select the
whole worksheet.

Cul+B Bold Text of Selecled Cellf/Cells

Cixrl + C Copy the conleniz of the selecled cells ta Clipboard.

Col + D Copy the contents and format of the frst cell in the selected range into
the cells below. If more than one column is selected, the contents of
the wopmost cell in each column will be copied downwards.

Ctrl + F Display the "Find" dialog box.

Curl + F1 Show / hide the Excel Ribbon.

Ctl + G Open the "Go w" dialog. Pressing F5 displays the same dialog.

Curl + N Create a new workboolk.

Ctl + O Open an existing workbook.

Cirl + P Open the "Print" dalog,

Ctl+ 5 Save the active workbook.

Cl +T "Convert selected cells to a table.

Cill + W Pale contents of the Chipboard inlo the selecled cellis).

Cul+ W Close the acltive workbook.

Col + X Cut the contents of the selected cells to Clipboard.

Cixl +%Y Repeat (Redo) the last action, if possible.

Col+Z Uncle last action.

Ctrl + 1 Open the "Format Cells" dialog.

Ctrl &~ Toggle between displayving cell values and formulas.

Ctrl + ; Enter the current date.

Cixl + Shift + ; Enter the current time

| 57 Edit the current cell.

F4 Cycle through various combinations of formula reference types. Place
the curgor within a cell and hit F4 1o get the needed reference (ype:
absolute, relative or mixed

F12 Disgplays the Save as dialog box.

Home EBeturn Lo the [st ocll of the current Tow in a worksheeLl

Tab Autocomplete the function name.

Cirl -+ End Maowe 1o the last used cell of the current worksheel

Ctrl + Home

Move to the beginming of a worksheet

Cirl 4+ PgDown

Switch to the next worksheet

Cirl + Pelp Swilch to the previous worksheet
Aldt + Enter In cell editing mode, enter a new line (carriage return) into a cell.
Cirl + Space Select the entive colummn.,
Shift + Space Select the entire row,
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