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joka ieliSu04

Thdf.a mß.Klfha 

;sfhkj o joka 

ieliSfï uDÿldx.hla@

ug ,smshla 

ilia lr .kak ´fk' Thd okakj o

 mß.Klfhka tal lr .kafka 

fldfydu o lsh,d@ 

joka ieliSfï uDÿldx.hla@ 

ta fudlla o@

 joka ieliSu y÷kd .ksuq4'1

jpk iys; ´kE u wdldrhl f,aLkhla ksIamdokh" fjkia lsÍï isÿ lsÍu 

^yeisrùu& fyda .nvd lsÍu joka ieliSu f,i y`ÿkajhs'

joka ilikhla mekaif,ys isg ixlS¾K mß.Kl uDÿldx.hla olajd jQ ´kEu 

fuj,ula úh yels h' 

ls%hdldrlu 1 ( jev fmdf;a 4'1 n,kak
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 joka ieliSfï b;sydih

,sms f,aLk ks¾udKh wdrïN jQfha fndfyda l,lg fmr h' Ydl m;%" .,a m;=re" 

iï wd§ foa fhdod f.k ,súfuka werô th fï jk úg mß.Kl uDÿldx.hla u.ska 

f,aLk ieliSu olajd YS>%fhka ixj¾Okh ù ;sfí' 

mßirfha we;s úúO oE fhdod f.k ,sùu 

^Ydl m;%" iï" .,a m;=re wdÈh&

lvodish ks¾udKh iy w;ska msgm;a 

lr fmd;a iE§u

uqøKh i`oyd ,S wÉpq" ueá wÉpq Ndú;h

uqøK hka;%h fidhd .ekSu

w;ska yiqrejk h;=re,shkh ksmoùu

úÿ,s yd bf,lafg%dksl h;=re,shk fidhd .ekSu

joka ieliSu i`oyd mß.Klh Ndú;h

joka ieliSu i`oyd mß.Klh Ndú;fha úfYaI ux i,l=Kq

m<uq joka ieliSfï mß.Klh 

fidhd .ekSu ^1960 oYlh&

m<uq joka ieliSfï jevigyk 

ìys ùu ^1979&
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 joka ieliSfï uDÿldx. .ek W.ksuq4'2

´kE u wdldrfha f,aLkhla ks¾udKh lsÍu" wka;¾.;h ixialrKh lsÍu" yevh 

fyda j¾Kh wdÈh fjkia lsÍu iy iuyr wjia:dj, § uqøKh lsÍu o isÿ lr .; 

yels mß.Kl jevigykla joka ieliSfï uDÿldx.hla f,i ye`Èkaúh yels h' 

joka ieliqï uDÿldx. i`oyd WodyrK

 microsoft office
Word

 open office
writer

libre office writer
iWork pages

corel word perfect

 joka ieliSfï uDÿldx. Ndú;fhka ,efnk jdis

joka ieliSfï 
uDÿldx.j, 

jdis f,aLk ks¾udKh miq Ndú;hg iq/lSu

f,aLk 

uqøKh

f,aLkfha 

jpk fiùu

wlaIr yd jHdlrK fodaI 

fmkajd§u iy ksjerÈ lsÍug 

wjia:dj ,nd§u

jpk .Kk 

.Kka lsÍu

f,aLk 

ixialrKh

msgm;a .Kkdjla 

uqøKh lsÍu

ls%hdldrlu 2 ( jev fmdf;a 4'2 n,kakls%hdldrlu 2 ( jev fmdf;a 4'2 n,kak
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 h;=re mqjrej y`ÿkd .ksuq4'3

joka ieliSfï uDÿldx. fhdod f.k f,aLk ks¾udKh lsÍu i`oyd h;=re mqjrej 

Ndú;h w;HjYHh' ksjerÈ j h;=re mqjrej Ndú;hg yqreùfuka f,aLk lghq;= 

b;d myiqfjka iy ld¾hlaIuj bgq lr .; yels h'

 uQ,sl h;=re mqjrej

h;=re mqjrefõ we;s h;=re tajd Ndú; lrk ld¾hh wkqj fldgia lsysmhlg fnÈh 

yels h'

fufyhqï h;=re

ixp,k h;=re

ld¾h h;=re

ixLHd h;=re

wkq ,laIK h;=re

4'1 rEmh - h;=re mqjrefõ h;=re msysgd we;s wdldrh

fufyhqï 

h;=re 

(control 
keys) 

fuu h;=re ;ksj fyda lsysmhla tlaj hï l%shdjla isÿ lr 

.ekSug fhdod .kS' Ctrl, Alt, Esc jeks h;=re ks;r Ndú; 

lrk fufyhqï h;=re fõ'

wkq,laIK 

h;=re 

(character 
keys) 

ld¾h 

h;=re 

(function 
keys) 

fuu h;=re f,aLk ilia lsÍfï § wl=re" b,lalï" úrdu 

,l=Kq iy ixfla; we;=<;a lsÍu i`oyd fhdod .kS'

hï úfYaI ld¾hhla bgq lr .ekSu i`oyd fuu ld¾h h;=re 

fhdod .kS' fïjd u.ska isÿ jk ld¾hh jevigyfkka 

jevigykg fjkia úh yels h' 

ixp,k 

h;=re 

(navigation 
keys)  

fuu h;=re f,aLkhla fjí msgqjla u; tyd fuyd 

hdug;a" jpk ixialrKh lsÍug;a fhdod .kS' ÈYd h;=re                      

(arrow keys), home, end, page up, page down, delete iy 

insert jeks h;=re fuhg wh;a fõ'
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ixLHd 

h;=re ;,h 

(numeric 
keypad) 

ixLHd h;=re ;,h b,lalï b;d blaukska mß.Klhg 

we;=<;a lsÍu i`oyd iqÿiq fõ'

  
idudkHfhka Ndú; jk h;=re mqjrejl h;=re msysgd we;s wdldrh 4'1 rEmfhka 

olajd we;' fuys wlaIr h;=re msysgd we;s wdldrh i,lñka th QWERTY h;=re 

mqjrej f,i o y`ÿkajhs' iuyr wjia:dj, § óg hï ;rul fjkialï iys; h;=re 

mqjre o oel .; yels h' 

Caps Lock h;=r Ndú;h

Caps Lock h;=r tla jrla 

tîfuka miqj wlaIr 

h;=re Tnk úg bx.%Sis 

lemsg,a wl=re h;=re 

,shkh fõ' idudkH mßÈ 

h;=re ,shkh lsÍu wjYH 

jQ úg kej; Caps Lock 
h;=r tîfuka thska bj;a 

úh yels h' 

” Caps Lock h;=r tla jrla 

tîu A, C, D

” Caps Lock h;=r kej; 

jrla tîu a, c, d
Shift h;=r Ndú;h                                                 

h;=re mqjrej u; ol=Kqmi iy jïmi Shift h;=re folla olakg 

,efí' h;=r Tndf.k isáñka wlaIr h;=re Tnk úg bx.%Sis 

lemsg,a wl=re h;=re ,shkh fõ' tfiau zShiftZ h;=r Tndf.k 

wfkl=;a h;=re Tnk úg tajdfha by< we;s ixfla;h h;=re 

,shkh fõ'  

Caps Lock 
 h;=r

shift
 

shift
 

h;=re 

udrej h;=re 

udrej

  +    A
   

  +    ?  

A

?
/
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Space bar - jpk w;r bv ;eîug Ndú; lrhs' th tla jrla tîfuka tla ysia ;ekla o fojrla 

tîfuka ysia;eka folla o wd§ jYfhka ysia ;eka ;nd .; yels h'

   Wod( -   tla jrla tîu Thank You  
   fojrla tîu   Thank  You

Tab h;=r  - jpk w;r ;rul úYd, ysia ;ekla ;nhs' tla jrla tîfuka tla ysia ;ekla o 

fojrla tîfuka ysia;eka folla o wd§ jYfhka ysia;eka ;nd .; yels h'

      Wod( -  tla jrla tîu Thank You  
   fojrla tîu   Thank   You

Enter h;=r  - Enter h;=r tla jrla tîfuka l¾irh tla fma<shla my<g hhs'

        Wod( - tla jrla tîu  Thank 
    You  

ÈYd h;=re ^Arrow Keys)   - l¾irh by<g" my<g ol=Kg iy jug f.khdu i`oyd Ndú; lrhs'

Backspace h;=r  - tla jrla tnQ úg l¾irh we;s ia:dkhg jï miska we;s tla wl=rla" ysia;ekla" 

b,lalula wd§ ´kEu tla jia;=jla uelS hhs'

ls%hdldrlu 3 ( jev fmdf;a 4'3 n,kakls%hdldrlu 3 ( jev fmdf;a 4'3 n,kak

h;=re mqjrej ksjerÈ j Ndú; lruq4'4

6 fY%aKsfha § o Tn W.;a wdldrhg ksjerÈ bßhjq iys; j 

h;=re mqjrej bÈßfha ys`o .ekSfuka h;=re ,shkh lsÍu jvd 

id¾:l j isÿ lr .; yels h' jerÈ wdldrfhka ys`o .ekSu 

u`.ska oE;a" fn,a," fld`ÿ m%foaYh iy wfkl=;a ikaê mSvdjg 

m;a fõ'

h;=re ,shkh lsÍu i`oyd ys`o .;a úg h;=re mqjrefõ space bar 
isrerg yß ueÈka ;sîu wjYH fõ' tu.ska h;=re mqjrefõ ish¨ 

h;=re myiqfjka yeisrùfï yelshdj ,efí'

h;=re ,shkh lrk iEu úg u fow;a h;=re mqjrefõ h;=rej,g 

by<ska ^h;=re mqjrefõ fyda fïih u; iam¾Y fkdù& ;sìh 

hq;= h' tu`.ska we`.s,sj, we§ï we;s ùu je<fla' ks;r u w;a, 

fyda je,ñg fïih u; ;nd f.k h;=re ,shkh lsÍu ksid 

we`.s,sj, §¾> ld,Sk wdndO mjd we;s úh yels h' 

ksjerÈ bßhõfjka ys`o .ekSu

h;=re mqjrej ksjerÈ ia:dkfha ;nd .ekSu

je,ñg fyda w;a, fïih u; ;nd fkd.ekSu
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idudkHfhka hï wl=rla" b,lalula fyda ixfla;hla h;=re 

,shkh lr .ekSu i`oyd wod< h;=r uDÿj tîu m%udKj;a h' ta 

i`oyd oeä mSvkhla h;=r u; we;s lsÍu wkjYH l%shdjls' tfia 

lsÍu u.ska we`.s,sj, wmyiq;d we;s ùu fuka u h;=re mqjrefõ 

h;=re blaukska f.ù hdu o isÿ úh yels h'

mß.Klhla iu`. lghq;= lsÍfï § h;=re ,shkh fkdlrk 

wjia:dj, oE;g úfõlh ,nd §u jeo.;a h' fï i`oyd oE; 

ksoyia j fïih u; fyda Wl=, u; ;nd f.k isáh yels h' 

h;=re uDÿj tîu

h;=re ,shkh fkdlrk wjia:dj, § oE;g úfõlh ,nd §u

ls%hdldrlu 4 ( jev fmdf;a 4'4 n,kakls%hdldrlu 4 ( jev fmdf;a 4'4 n,kak

h;=re mqjrej Ndú; lr f,aLk ks¾udKh lruq4'5

we;a;gu fldfyduo 

h;=re mqjrefõ fuÉpr 

wl=re f.dvlska wmg ´k 

wl=re fydhd .kafka

f,aLk ks¾udKhg

 fmr mß.Kl h;=re mqjrej 

ksjerÈj Ndú; lsÍu oek 

.ekSu yßu jeo.;a

h;=re mqjrej Ndú;fhka f,aLk ks¾udKh weröug fmr h;=re mqjrej u; oE; 

;nd .; hq;= wdldrh iy h;=re yeisrúh hq;= wdldrh ms<sn`o wjfndaOhla ,nd .; 

hq;= h'
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ksjerÈ h;=re mqjre l=i,;d i`oyd my; mshjr wkq.ukh lsÍu jeo.;a h' 

² h;=re ,shkh lsÍu wdrïNfha § juf;ys we`.s,s A, S, D yd F h;=re o ol=Kf;ys 

we`.s,s J, K, L iy ; h;=re u; o ;sìh hq;= h'

ol=Kq w;jï w;

² oEf;a u weÕs,s Ndú; l< hq;= w;r iEu úg u oE;a ksjerÈ fma<sfha ;nd 

h;=relrKh werôh hq;= h'

² ta ta w;Õs,a, i|yd kshñ; h;=r Ndú; l< hq;= h'
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iam¾Y h;=relrKh 

h;=re mqjrej foi fkdn,d fõ.fhka yd ksjerÈj h;=re yeisrùu  

iam¾Y h;=relrKhhs (touch typing)' 

h;=re mqjre mqyqKq uDÿldx. Ndú;h4'6

iam¾Y h;=relrKh ksjerÈ j mqyqKq ùu u.ska fndfyda jdis ,nd .; yels h' 

fï i`oyd Ndú; l< yels jvd;a u iqÿiq iy myiq l%uh f,i h;=re mqjre mqyqKq 

uDÿldx. Ndú;h oelaúh yels h' fï i|yd Tng wka;¾cd,h Ndú;fhka úúO 

uDÿldx. fidhd .; yels h'

fõ.fhka 

h;=relrKh 

isÿ l< 

yels ùu

 (speed)

f,aLkfha 

jerÈ 

wju ùu 

(accuracy)

,sms f,aLk

ixialrKh 

myiq ùu

ld,h b;sß 

lr .; yels 

ùu (time)

udkisl yd 

ldhsl mSvd wju 

ùu (decrease 
fatigue)

wkd.; 

/lshd 

wdÈh i`oyd 

m%fhdackj;a

ùu

È.= ld,Sk 

wiaÓ frda.j,ska 

je<lsh yels ùu 

(health)

iam¾Y 
h;=relrKh 

ksjerÈj 
mqyqKqùfï 

jdis

 4'2 rEmh - iam¾Y h;=relrKh ksjerÈ j mqyqKq ùfï jdis lsysmhla

ls%hdldrlu 5 ( jev fmdf;a 4'5 n,kakls%hdldrlu 5 ( jev fmdf;a 4'5 n,kak
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ta w;=ßka wka;¾cd,fhka fkdñ,fha ,nd .; yels uDÿldx. yd tajd mj;sk ,smsk 

i`oyd WodyrK lsysmhla my; olajd we;'

uDÿldx.h nd.;lr .; yels ,smskh

Rapid Typing Tutor 
http://www.rapidtyping.com/downloads.html

TIPP10 
https://www.tipp10.com/en/download/getfile/4/

Typefaster

http://www.typefastertypingtutor.com/

ls%hdldrlu 6 ( jev fmdf;a 4'6 n,kakls%hdldrlu 6 ( jev fmdf;a 4'6 n,kak

h;=re mqjrej bx.%Sis NdIdj i|yd uQ,slj ks¾udKh lr we;' kuq;a 

úúO cd;slhskag ;ukaf.a NdIdj fuu h;=re mqjre i`oyd Ndú; l< 

yels f,i úúO l%u imhd we;' wm rfÜ § isxy, yd fou< h;=re mqjre 

nyq,j Ndú; fõ'
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isxy, yd fou< h;=re mqjrej Ndú; lsÍu

isxy, h;=re mqjrej Ndú; lsÍu

isxy, wl=re we;=<;a lrk wdldrh wkqj isxy, h;=re mqjre j¾. 02la oel .; 

yels h' 

isxy, h;=re mqjrej

iïu; isxy, h;=re 

mqjrej

Yío wkqlrK h;=re mqjrej

h;=re mqjrefõ ia:dk.; lr we;s isxy, wlre u`.ska fuka u isxy, Yío wkqlrK 

h;=re u`.ska o isxy, wl=re mß.Klhg we;=<;a l< yels h'

• iïu; isxy, h;=re mqjrej Ndú;h

fuu h;=re mqjrefõ isxy, wlaIr ia:dk.; lr we;s wdldrh u;l ;nd .ekSu 

wjYH fõ'  j¾;udk mß.Klj, iy wfkl=;a o;a; ikaksfõok Wmdx.j, o fuu 

isxy, h;=re mqjrej l%shd;aul fõ' fuh hqlsfla; l%ufha § o Ndú; fõ' 

4'3 rEmh - iïu; isxy, h;=re mqjrej ^úfÊfialr isxy, h;=re mqjrej&

• Yío wkqlrK h;=re mqjrej 

fuu l%uh ;rula myiq l%uhla jk w;r isxy, Yíoh wkqj h;=re mqjrej 

^phonetics keyboard& Ndú; l< yels fõ' tneúka ksYaÑ; wlaIr mj;sk ia:dk 

oek isàu w;HjYH fkdfõ' Tn fndfyda úg cx.u ÿrl:kj, § flá m‚úv 

hjkq ,nkafka fuu l%uh Ndú;fhks' tneúka fuh Tng yqre l%uhls' 
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4'4 rEmh - Yío wkqlrK isxy, h;=re mqjrej

fou< h;=re mqjrej Ndú; lsÍu

fou< wlaIrh h;=re ,shkh lsÍu i`oyd fndfydaúg hqksfla; hl=re mqjrej fhdod 

.kS'

4'5 rEmh - fou< hqksfla; h;=re mqjrej

hqksfla; Ndú;fhka ieliQ ,shú,a,la lshjd .ekSug mßYS,lhdf.a 

mß.Klfhka hqksfla; wlaIr ia:dmkh lr ;sîu wjYH fkdfõ' kuq;a 

hqksfla; fkdjk wlaIr fhdod ieliQ ,shú,a,la lshjd .ekSug kï tu 

wlaIr mßYS,lhdf.a mß.Klfha ia:dmkh lr ;sìh hq;= h'

hqksfla; wlaIr wdlD;sh újD; wlaIr uDÿldx.hls' fuh wka;¾cd,fhka 

fkdñf,a nd.; l< yels h' 

hqksfla; wlaIrj,g wu;rj isxy, wlaIr h;=re,shkh lsÍu i`oyd 

FMBindumathi, FMAbhaya wdÈ fndfyda wlaIr j¾. o fou< wlaIr 

h;=re,shkh lsÍu i`oyd Bamini, Kalaham wdÈ fndfyda wlaIr j¾. o 

fhdod .; yels h'
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ls%hdldrlu 7 ( jev fmdf;a 4'7 n,kakls%hdldrlu 7 ( jev fmdf;a 4'7 n,kak

³ tÈfkod Ôú;fha § wjYH lrk ,sms f,aLk myiqfjka ks¾udKh lsÍu joka 

ieliSu fõ'

³ mß.Kl u`.ska joka ieliSfï § h;=re mqjrej ksjerÈj Ndú; lsÍfï l=i,;dj 

wjYH fõ'

³ wm tÈfkod Ndú; lrk h;=re mqjrej QWERTY h;=re mqjrej f,i y`ÿkajkq 

,nhs'

³ QWERTY h;=re mqjrej isxy," fou< wdÈ wfkl=;a NdId i|yd o fhdod .; 

yels h'

³ h;=re mqjrej ksjerÈj Ndú; lsÍu yqreùu i|yd h;=re mqjre mqyqKq uDÿldx. 

fhdod .; yels h'

idrdxYh


