BALABHADRA MEMORIAL TRUST COMPUTER TRAINING CENTRE

COMPUTER TRAINING LESSON

Sl. English Odiya
1. | Switch on power supply S94e a0 2] 993 |

2. | Left double click on my PC or my
Computer on desktop

6@25d6Q my PC @l my @¢40Q QU6
Q02Q 6 R (left click) @eg |

3. | Select drive by left double click

Qe 6n Qe (left dlick) 9101 QIR
LR K9G |

4. | Create Folder. TR 98 @08
(a) Keep arrow in empty space o118 @ SIR YIFER A |

(b) Single right click

691G QRS @K (right click) @9 |

(c) Select new by single left click

6QlIGe 6, @@ (left click) g1t new
QLR KRG |

(d) Select folder by single left click

6T 6ReL @@ (left click) QA 6TIRQ
0Ue 299 |

(e) Name folder 1 6TIRA 1A §2F |
5. | Create File inside Folder. 6TIRA Se6R TIOR SR *QG
(a) Double left click on folder 6TINA AU6R YRAR 6L, IR ARG |
(b)  Single right click ca15 ARY §@ F9G |
{c)  Select new by single left click ‘6T smcr @@ (left click) FIQU new 948

@99 |




(?) Select file type by single left | 6qIG sae @ (left dlick) 9181 TR |
click JeIR 699 99F |
(e) Name file TN [ QG |
Open a Folder. Double ieft click on STIRY 6SlIM-  CI6QINe 6TIRR aaéa
Open a File. Double left click on | igq sdiR:- 6QIQ10 TIm QUER YRR
8.  Description of Key Board
Si. | Button Action in English Action in Odiya
(@) |Caps lock To Switch the letters from | 2@0g8q  6RIGAEAAR  (68IS
lowercase to uppercase ABQ)Q 26 ARG 95eeq |
(b) |Shift When Shift and other key | Shift + 24 @ @IS TIQI QUTTIR

{A special key}

selected,

other
characters

are pressed, capital letter is
typed when Capslock is not |.
small
typed when Capslock is
selected. With Shift Key, if
key having two

upper character is typed.

letter is

pressed,

2QQ IR 29, 6ICGERER NIIIRR
CUR 6TRRAUN, 68I0 AVQ IR
g9 6L60696R QHAMK WY
caRAN | @& Shift a@e Q@&
character g@l key QQIgh, QCQ
character Q19 €9 |

Control
(Ctrl)

(@

Key

Control key is a modifier
key which, when pressed in
conjunction with another
key, performs a special
operation ; similar to shift

629IM NG AN NIYS IR 0D
@ (key) |

(d)

Space

To provide gap between
the words or letters

48 @Cl AR IR MNUR UL
@QQ! |




-3-

steps to forward

(e) |Backspace |Delete any character | odq @ 86 gag 29! 29a JeRIT
before the cursor’s position | oaq |

(f) |Delete Dejete the selected text or | Jemq 6599 Gq adq a6k g
character ahead of cursor. | g g0 509 QQUAN |

(g) |Insert Letters, numbers and | 29Q, WY 8 FLQ ARERT AU

' characters are inserted

(h) |Page up To scroli the page up el QU 6N KRG |

() | Page down To scroll the page down | 991 0Rq 6IR *LQIQ |

(k) | Control+ To go to top of the 15 page | gaiqt gaIe e1d Q1 @Aeg 49! |

Home

() |Control+ End |To go to end of the last | 689 QAR 691 @I oRg QS |
page

(m) | Arrow Moving cursor to left, right, | @dQ @ Qi¢l, QIR1€, QUQ IQ° O
up & down Q8RS |

(n) |ESC Acts like a cancel button | Y@ QUIRAN QO] TR ALY FER |

(p) |Tab To move cursor or text 5| qdq @9l 6999 @ 6QIGN RUANQ

26IQ 5 & 622 689 |




SHORT CUT KEYS USING CONTROL (CTRL) KEY

24,

SL | ENGLISH ODIYA
1. CTRL +A = SELECT ALL FEYM + ¢ = AQ 9L9R KRG |
2. CTRL +B = BOLD Q6LM + @ = 6QUR *AQ! |
3. CTRL +C = COPY XN + D = @0 @QQ! |
4. | CTRL +D = FONT RCYR + 91 = UL ARROE RQA! |
5. CTRL +E = CENTRE ALIGN | @6qin + @ = 6949Q ARNKK |
6. CTRL +F = FIND RN + 9T = 69 (TIE) @99 |
/. CTRL +H = FIND AND QAR + 90 = 6HIF (TINSB) 9Q° QQRIP |
| REPLACE
8. CTRL +I = ITALIC @A + AR = 6699 @ ROIAR *QQ |
9. | CTRL +] = PARAGRAPH @PELR + 66 = 2AF6aR A2 *RQ! |
[ JUSTIFY
10. | CTRL +K = INSERT PEAR + 6@ = LRAR R ARELE RA |
HYPERLINK ] -
11.  CTRL +L = LEFT ALIGN @R6EIN + IR = QA (Left) ARIAQ @OQ! |
12.  CTRL +M = ONE TAB | Q6QIR + A = 26Q SHIS KRG |
13. | CTRL +N = OPEN NEW RN + 99 = 9OQ 996718 (New) 6HIRQ! |
DOCUMENT B _
14, | CTRL +O = OPEN FILE RERUR + B = TR CHRAG! |
' 15. | CTRL +P = PRINT  @6EIR + d = g4 @99l |
16. | CTRL +R = RIGHT ALIGN @6QI + 2IQ = 12169 (Right) 2IRRe @Q<l | |
17. | CTRL +S = SAVE PEEIR + 699 = 648 QA | |
18.  CTRL 4T = LEFT INDENT  G6qi@ + 1 = 6RF Q694 |
19. | CTRL +U = UNDERLINE  @R6EIR + Q= AFANIAR [0S |
20. | CTRL +V = PASTE | @64 + @ = 696F RQQ |
21. | CTRL +W = CLOSE PR + 9AQ = QR }QQ! |
22. | CTRL +X = CUT REEIM + 9P = @Q QR |
23. | CTRL +Y = REDO REEN + G = R AAQ |
CTRL +Z = UNDO P6EIR + 686 = LG KQQ |




