Unit 2: Data Entry & Keyboarding Skills — Notes

B 1. Introduction to Data Entry
English:

Data entry means entering, updating, and managing data in a computer system using
input devices like keyboard and mouse.

Hindi:
ST T & Adeld He fAFeA & s iR A3E 83Ul #F Acg § ST Gof HLe,
HIST FAT IR gfd e gl
B 2. Types of Data
o Text Data-Words, sentences
¢ Numeric Data- Numbers
e Alphanumeric Data - Combination of letters & humbers
e Symbol Data- %, @, #, * etc.
Hindi:

TFEC 3T - g, ATFT

HEITH® 3eT- AT

o IEHTIARF 3eT-3H&R + AR

o RAad 3T-%, @, #, * 3lS

B 3. Keyboard Layouts

A. QWERTY Keyboard

Most common keyboard layout used worldwide.

B. Numeric Keypad

Used for fast number entry (0-9, +, —, *, /).

Hindi:
e QWERTY &3 — g8 FIGT 3UINT glel aTell oI313¢
. R Prts- Ao & R Gt & e

B 4. Parts of Keyboard



¢ Function Keys (F1-F12)
¢ Alphabet Keys
¢ Number Keys
e Arrow Keys
e Special Keys (Shift, Ctrl, Alt)
e EnterKey
e Spacebar
e Backspace
e Delete
B 5. Touch Typing
English:
Typing without looking at the keyboard. Helps increase speed and accuracy.
Hindi:

FES FI W 9T BT AT 508 TE 3R THhar dedr gl

B 6. Home Row Keys
English:
Home row keys are the base position for fingers: AS D F (Left hand) J KL ; (Right hand)
Hindi:
81 U FoT Saferat A AT Ul @1t & ASDF (st g19) JK L ; (gt &)
B 7. Good Keyboarding Practices
o Sit straight
e Keep wrists relaxed
¢ Maintain eye on screen
e Use correct finger placement
¢ Avoid unnecessary hand movement
¢ Practice daily
Hindi:

o TS



o g INHGIS W
o Th W &I W
o TEI 3ITel & 3UANT HL
o ETAUT F FET o fFem?
o ST I HL
I 8. Typing Accuracy & Speed
Accuracy:
Correctly typed words without mistakes.
Speed:
Measured in WPM (Words Per Minute).
Hindi:
o HAFAT 9T I & TBY fhU U
o Tz ufad Bee ey U v e (WPM)
B 9. Common Keyboard Shortcuts
Shortcut Action
Ctrl+ C Copy
Ctrl+V Paste
Ctrl+X Cut
Ctrl+S Save
Ctrl+Z Undo
Ctrl+ A SelectAll
Alt + Tab Switch Window
B 10. Data Entry Tools
e MS Word
e MS Excel

e Google Sheets

o Database Software



e Online Forms

Hindi:
o UHUH TS
o THATH T
. T oew
o 3TEH WHEIAX
o 3iTeTcTSeT Wi

I 11. Glossary (Key Terms)

Term English Meaning Hindi Meaning

Data Entry Entering data 3TT ol el

Touch Typing |[Typing without seeing keyboard ES 2@ AT TBT FLAT

WPM Words per minute gfa fAdc ese

Home Row Base finger position ERICRIK I CTIn]

12. Short Questions
Q1. What is data entry?
Entering and managing data in a computer system.
Q2. What is touch typing?
Typing without looking at the keyboard.
Q3. What are home row keys?
ASDFandJKL;.
Q4. What is WPM?
Words typed per minute.
B 13. Long Questions
Q1. Explain good keyboarding practices.

Good keyboarding practices include sitting straight, keeping wrists relaxed, using
correct finger placement, maintaining eye contact with the screen, and practicing
regularly.



Q2. Describe the parts of a keyboard.

Keyboard includes alphabet keys, number keys, function keys, arrow keys, special keys,
enter key, spacebar, backspace, and delete key.

B 14.MCQs

1. Touch typing means:
a) Typing fast
b) Typing without seeing keyboard
c) Typing with one hand
Answer: b) Typing without seeing keyboard
2. WPM stands for:
a) Words Per Minute
b) Work Per Machine
c) Word Page Method
Answer: a) Words Per Minute
3. Home row keys include:
a)QWER
b)ASDF
c)ZXCV
Answer:b)ASDF
4. Ctrl+Sisusedto:
a) Save
b) Copy
c) Delete
Answer: a) Save



