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 DATA ENTRY AND KEYBOARD SKILLS 
  

1. Give any tool of online education and describe them.  

Just time Byjus is a tool of online education. It consists of personalized study plans that 

carter to various ages from middle school students to JEE, NEET, IAS and CAT 

aspirants. It contains localized video lessons to explain even the most complex subjects 

easily with examples. It contains solutions to sample questions and board questions of 

different boards.  

2. Give any two reasons why BPOs business in India is so successful?  

Two reasons why BPOs business in India is so successful are. It is providing a sizeable 

source of income to the government.  It is providing employment opportunities to the 

Indian people  

3. What is BPO service in India?  

BPO or business Process Outsourcing provides a sizeable source of Income for India and 

other Asian Countries. Outsourcing means to give work up to other people, possibly due 

to lower cost of operation or better quality or both. This service is used in the following 

set of industries  

Customer service of big countries.  

 Financial sectors and banks  

 Testing of software items  

 Health care profession  

 Keyboard function and details of some key.  

 Caps Lock key: It is a toggle key, which activated, causes all alphabetic characters to be 

uppercase.  

 Ctrl Key: Control key is used in conjunction with other keys to produce control 

characters. The meaning of each control character depends on which program is running.  

 Delete Key: Delete key deletes the character at the current cursor position, or the selected 

objects, but does not the move cursor. Delete key deletes the character to the right of the 

insertion point.  

 Enter key or Return key: It is used to enter commands or to move the cursor to the 

beginning of the next line.  

 Esc key: Escape key is used to send special codes to devices and to exit from programs 

and tasks.  



 Function keys: Special keys labelled F1 to F12. These keys have different meaning 

depending on which program is running.  

 When a key is pressed, an electrical contact is formed. These electric signals are 

transmitted to a micro controller in a coded form to the computer describing the character 

which correspondence to that key.  

 Keyboards are used for text-based programs and software. In the modern GUI based 

operating systems and applications, more sophisticated pointing devices were evolved, 

such as mouse, joystick, scanner, etc.  

 Numeric Keypad: Numeric keypad is used when enormous numeric data is to be 

entered. This keypad is just like a simple calculator. It is normally located on the right-

hand side of computer keyboard. It is normally located on the right hand side of computer 

keyboard. It contains numbers 0 to 9, addition (+), subtraction (-), multiplication (*) and 

division (/) symbols, a decimal point (.) and Num Lock and enter keys. Numeric keypad 

may also work on dual mode.  

 Home Keys: Alphabets ASDF are home keys for the left hand and;(Semi-colon) LKJ for 

the right hand. 
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