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1°') Typing the Guide Keys (Home Keys):

The guide keys are located in the second row in your keyboard, The home
keys are (a, s, d, f) for left hand and (j, k, I, ;) for the right hand.

Letter (a) is pressed by your little (fourth) finger of the left hand. Letter (s)
Is pressed by the ring finger (third) of the left hand. Letter (d) is pressed by the
middle (second) finger of your left hand, and finally the letter (f) is pressed by
using your left hand pointer (first) finger.

With your right hand the sign (;) is pressed with your little (first) finger.
Letter (1) is pressed by using your ring finger (third) of the right hand. Letter (k)
Is pressed using the middle (second) finger of your right hand, and finally you
press letter (j) using your pointer (first) finger of the right hand.

Typing the letters (G, H) and (')
The letter (g) is located on the right hand side of letter (). It is pressed by
using your left hand side pointer (the first left hand finger).

The letter (h) is found on the left hand side of letter (j). It is pressed by
using your right hand side pointer (the first tight hand finger).

The sign () is found on the right hand side of sign (;). It is pressed by using
your right hand by your little (first) finger.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with
the desired letter. There are two (SHIFT) keys in the far left and right of the first
raw. The left (SHIFT) key is pressed by the left hand little finger, while the right
(SHIFT) keys are used interchangeably with the letter key i.e., if the key is
pressed by the right hand finger, the (SHIFT) key should be pressed by the little
finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three
fingers on their normal home keys. Return your little finger back immediately
after striking the required letter key.

The capital letters and signs on the home keys are (A, S, D, F and G) for left
hand and (J, K, L, : and H, ") for the right hand.

In the case of typing a word or several words totally in capital letters it
would be better to use the (CAPS LOCK) key by your left hand little finger in
the left-end of the Guide row, Pressing the (CAPS LOCK) key will shift all the
letters from the small mode to the capital mode. After typing the required word
or words in capital mode, press the CAPS LOCK key again to shift the letters to
their normal.
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Exercises on typing the Guide Keys ;i)Y e oo Sluyd

s Q3L

il il

e de ool yla oW Gl cledy ) L pls Gl M Jasd g cleudl e Ll (s

bo ¥ 3L i (493 el gua Y oyl oy
lalgols Lokl s

cgllall (B yonl oy O cta 3L, G e Lgileme ) clalisl ael
oyl o ps e 350 0T Jolomg ¢ g Db Lan¥ 315 gl oy ey

i dypiiny @985 (O Byl i35 pes B9 5589 Sle Byl il o Sl

(Ctrl + Shift) _aliae e daially Lypdoo¥l G ) Llisall ) dise Soa

Laa oyl

Instructions :

1.

o kM D

Sit opposite the keyboard correctly.

Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.

Try to think about the correct positions of each key.

Do not bother yourself if you made a mistake to avoid making more

mistakes.

Exercise No. (119) Af day plic auleidf oy

ZALL yglad g meaald dolati 3yla¥

A

Y

Ll 5y 53 e e game JEm voay ilblis ponyf LEm )b aplace 2 L Le i

(o ! Lo bV @Bl o JI |

Type the following in (2) lines:

ffffddddssssaaaajjjjkkkkllll o
ffffddddssssaaaajjjjkkkkllll s
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Exercise No. (120) 4! dad 9 udiad | oyl
L 50 pe degame S5 day cilalws )] iﬁﬁb—:ﬂé—w.%g-‘:’ Le cas|
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

ffffjjjjddddkkkkssssllllaaaa i
ffffjjjjddddkkkkssssllllaaaa i

Exercise No. (121) A&f da (g piiad|g Skt oyl
Ll )5t ps Lo gams 5 day ilblows g i&UBO-J)Jé—“.%g—‘:' Lo o
rg il e ol ¥ @Bl of JI el
Type the following in (2) lines:

fdsajkl; fdsajkl; fdsajkl; fdsajkl;
fdsajkl; fdsajkl; fdsajkl; fdsajkl;

Exercise No. (122) &l day g piallg LY oty
Ll H )0 pe de game 5 aay ilalns &)ﬁé’)ub—&’cﬂ%@e Le cas
18 gyl le alo ¥l @315 o I planl
Type the following:

sadf ;lkjasdf ;lkjasdf ;lkjasdf K]
sadf ;lkjasdf ;lkjasdf ;lkjasdf 1K

Exercise NO. (123)  aid! dad (9 pdiad 19 SSLLH oyt
Ll ) e e he game €0 n lblus gy Loyl o 20 Le sl
byl e b1 WL 1 ] sl
Type the following:

jafajafa dads kadslsfjlsfjkads ;a;
jafajafa dads kadslsfjlsfjkads ;a;
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Exercise No. (124) Ai! dad 39 pdiad1g 2! ol oyl
L 50 pe degame S5 day cilalws )] iﬁﬁb—:ﬂé—w.%g-‘:’ Le cas|
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

aajjaajjsskksskkddlliddlIff;; ff;;
aajjaajjsskksskkddlliddlIff;; ff;;

Exercise No. (125) aid! dad 39 pdiad1g guwolskd | o yubeld
Ll )5t ps Lo gams 5 day ilblows g iéﬁb—u—’m-u'%g—‘e Le cass
(g pdl e oVl 3L o sl
Type the following:

ajajajajskskskskdldidldIf;f;  f;
ajajajajskskskskdldldldIf;f;  f;

f,
 f

Exercise No. (126) Ai! dad g pliad1g udliaed | iyl
Ll 1, £ e e game J amy ilalis gyl Loy 5l 2 L Lo sl
18 gyl le alo ¥l @315 o I planl
Type the following:

fasd kaka kikljaflfasd kaka kikljafl
fasd kaka klikljaflfasd kaka klkljafl

Exercise No. (127) Aif dad (9 sdiat 19 audbd | iyl
Ll ) e a he sama €0 aa lblius T Loy pla w20 Lo sl
tBg il e alo ¥l @Bl o J) el
Type the following in (2) lines:

kadkadfalfaljafjaf lad lad
kadkadfalfaljafjaf lad lad
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Exercise No. (128) 4! dad ;9 pdiat 19 ol oyl
L 50 pe degame S5 day cilalws )] iﬁjboaﬂm-f%g-‘a Le cas|
gyl e pulo ¥ W8T o I plandl
Type the following:

ads adds daf fad lakjakjlsjdl
ads adds daf fad lakjakjlsjdl

Exercise No. (129) Aidf dad 9 sdiat 19 auleld| oyl
e o QBLE o JI e WV e et p sy w2 oL Le sl
HE-PRE|
Type the following:
gghhgghhghghghghgggghhhhghghhghg
gghhgghhghghghghgggghhhhghghhghg

Exercise No. (130) kbl diag 9= it ol ol
Ll ) e s ke sama €0 aa lblus g Loy ple w20 Le sl
18 gyl le plo ¥l @315 o I planl
Type the following in (2) lines:

has had gas gad has had gas dad
has had gas gad has had gas dad

Exercise No. (131)  &&! day e 3irg abaat | o yukit
Ll 1y e e de yorme J€o e b ooy Lyl ppyla a2 L Lo sl
tcbgymdl e ol ¥ o lBl5 o I Y
Type the following in (2) line:
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
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Exercise No. (132) &/ dad 523K g ILLH oyl

e game JE da callase T Loyl 2 b Lo cassl
Type the following in (1) line:
hall glad halkjass hall glad halkjass

Exercise NO. (133) &b day (9=t g ELL Gyt
e ol @B 0T ) e w8 s Sl i ae ppla 2 b Lo s

- PREN |
Type the following in (1) line:
LflfJajaKdkdGhghAkakSIsIDhdhFIflHghg

Exercise No. (134)  &f dad 523 gl o1 oyl
Ll 1yt pe L geme €0 ey cillose oyl Lemyli iyl 2 L Lo sl

Type the following in (1) line:
All  Sad Dad Fall Gad Had JassKadLala

Exercise No. (135) 4! day 999 b oyl
Ll 1, a3 pe he yorme J ans clblose oyl Lemyli a2 o Lo cnssl

Type the following in (1) line:
Sa'adFaha'adJasa's "Dad" "Lafa" :;:;

Exercise No. (136) M‘maﬁ)fmg v lad | oyl |
L 1, €3 e de yorme J s clblose oyl Lemyli ;a2 o Lo cnssl

Type the following in (1) line:
AaSsDdFfGgHhJjKkLI ;™ !
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T Lal (V) Gy 3 (g (sl J) Sl Ol ps Jaadll ] ot Lot
O3 () Gy Janal (6 ead! I e jlaBiany Jacll I & yeuad] Lolicl s
(b)) o> 340

Lipanlly Lgigady g yomll puit g0 SLEn3,¥1 Caun Jausd Caall 2 &lall Cagyanll Ll
?) aleaia¥l Ladle dlemy pas¥l pnisdly (1) 5y Z AL ILalls 350,01 fae Le ¢3ynsn]
Jsm ALl 7lide e a¥ yeaidly () oy iadl Alaolall T £azill dadle pliday o
= e Glacstl () dgpda ) Al Latl Aadle Zlidag () o yao ¥ Aadle J FLual
() (o =Y Ladle ] dlgand Ll
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2"9) Typing The first Row:
e The letter (z) is pressed by using your left hand little finger.
e The letter (x) is pressed by using your left hand ring finger.
e The letter (c) is pressed by using your left hand middle finger.

e The letters (v) and (b) are pressed by using your left hand pointer
(the first finger); These letters are pressed by moving your left hand
pointer down to the right. Strike the required key and return your
finger back immediately to the (f) key on the guide keys raw

e The sign (/)is pressed by using your right hand little finger .

e The full stop (.) (the period) is pressed by using your right hand ring
finger.

e The comma (,) is pressed by using your right hand middle finger.

e The letters (n) and (m) are pressed by using your right hand pointer
(the first finger). These letters are pressed by moving your right hand
pointer down to the left. Strike the required key and return your finger
back immediately to the (J) key on the home keys raw.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with
the desired letter. There are two (SHIFT) keys in the far left and right of the first
raw. The left (SHIFT) key is pressed by the left hand little finger, while the right
(SHIFT) keys are used interchangeably with the letter key i.e., if the key is
pressed by the right hand finger, the (SHIFT) key should be pressed by the little
finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three
fingers on their normal home keys. Return your little finger back immedately

after striking the required letter key.

The capital letters and signs on the first Row are (Z, X, C, V and B) for left
hand and (N, M, L, the less than sign (<), the greater than sign (>) and the
question mark (?)) for the right hand.

In the case of typing a word or several words totally in capital letters it
would be better to use the (CAPS LOCK) key by your left hand little finger in
the left-end of the Guide row, Pressing the (CAPS LOCK) key will shift all the
letters from the small mode to the capital mode. After typing the required word
or words in capital mode, press the CAPS LOCK key again to shift the letters to
their normal.
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Exercises on typing the first Row
s Q3L
ommall Ll uls ] )
Lol SLEnd ¥ G Cagym (535 @ o] Canall 120 e opsbeilly s ¥ .Y
Sleis Glpda oY1 ol ciladt I Lk Gl ydacsM Jasd Yo cliusi e Liilg & .Y
b ¥ Bl iy s paisell sVl Capadl oyl Lt
lalgals Laledl Gyl L0
sl (8l it o ai 3lEss Y1 Caws e Leileas J clulol ael
> e 3903 OF Jolog « pa¥l 1igy @igh ML Lasy B Dyl s de Y
ezl (ot
po O oyl i )3 ps Bua g Bty (e gy mllcl ) 2 5 o Jol> A
ilend gy i 4y piny
(Ctrl + Shift) lias le dad ity L5l 1301 I sl > S35 Jo> 4
\4.4 QJ»HS”
Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.

Hang your thumbs on the space par.
Try to think about the correct positions of each key.

a &M D

Do not bother yourself if you made a mistake to avoid making more
mistakes.
Exercise No. (137) Al da 99 g adluad | oyt
L 15503 s e sarme J 5 a ulalans )T Loyl ppla 2 1 Lo s
1Bl e plo ¥ @lBls of ) el
Type the following in (2) lines:

myv mvnbnb myv mvnbnb
myv mvnbnb myv mvnbnb
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Exercise NO. (138) Al da (i i g pobildf ol it
L 50 pe degame S5 day cilalws )] iﬁﬁbﬁf’é—lﬂ%g—‘a Le cas|
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

gmhvgnhbgmhvgnhbgngmhvhb
gmhvgnhbgmhvgnhbgngmhvhb

Exercise No. (139) kbl dag it g ol oyl
LS )5t ps Lo gamms J day ilblaws g Iﬁﬁb—u—’aﬂ%g—‘e Le cass
t8 gyl e bVl @lBls i I el
Type the following in (2) lines:

memx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
memx ncnx mcmx ncnx mcmx ncnx mcmx ncnx

Exercise No. (140) Aid! dad yoady ¥ | oyl

e gama J€o sy lblice )T Lol pplas 2 L Lo cassl
Type the following in (2) lines:
hzhzkzkzlzlzgzgzhzhzkzkzlzlzgzgz
hzhzkzkzlzlzgzgzhzhzkzkzlzlzgzgz

Exercise No. (141) &b/ dad (a5 19 Sabkad | ooyl
A1 Ll 1,5 s e garms JEo g ilalins )T L)l pla 2 L L sl
thg il Lle ol ¥ o3l o ]
Type the following in (2) lines:

Hz GzFXLcKvAbSnDm
Hz GzFXLcKvAbSnDm
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Exercise NO. (142)  &&lf das gauy3 g UL oty

e gama (o s lblice gl Loyl 2 L Lo cassl
Type the following in (2) lines:
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand

Exercise No. (143)  aid! dad (gl ¥ 19 S oyt

e gama JE a callse ol Loyl oyl 2 L Lo casal
Type the following in (2) lines:
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas

Exercise NO. (144) A&/ dad yeady ¥ 19 2l ydf oyl

e game JE as callse ol Loyl oyl 2 L Lo cassl
Type the following in (2) lines:
and man dad fans and man dad fans
and man dad fans and man dad fans

Exercise NO. (145) A dad 9y ¥ 19 (uolskd | oyl

e game JE a callse ol Loyl oyl 2 L Lo cassl
Type the following in (2) lines:
hang band san vans hang band san vans
hang band san vans hang band san vans

Exercise NO. (146) A/ dad 9y ¥ 19 (udluadd| oyl
Ll 550 pe Lo game S5 an cilblaws )] Iéﬁb—ula—w’%g—‘e Le cass
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
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Exercise No. (147) & dad 9 y¥ 19 sl | o yuleld
L 50 pe degame S5 day cilalws )] iﬁﬁb—:ﬂé—w.%g-‘:’ Le cas|
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

Zaszagzachzaxjax fax nas man
Zaszagzachzaxjax fax nas man

Exercise No. (148) Aid! dad gady¥1g Holi oyl
LS )l )5 ps Lo gamms J day ilblows g i&UBO-J)Jé—“.%g—‘:' Lo o
189yl e ol ¥l @lBln i | el
Type the following in (2) lines:

Van/vans man/dad land/sand
Van/vans man/dad land/sand

Exercise No. (149) ! dad a3 19 aulild oy
L 1553 s e garme J 5 aa alBlas )T Loyl iyl 2 1 Lo sl
189yl e il ¥l @lBln i I anY!
Type the following in (2) lines:

dad, mad, cam, ...,
dad, mad, cam, ...,

Exercise No. (150) il da & guuast! | ot yuleld
L 1,53 s e garme J 5 aa alBlas )T L)l iyl 2 1 Lo sl
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (2) lines:

Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
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A Adlat) Bg pat | ae HLSO )Y o ole | uald| B 52 Logals Tlage S| JSD
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3") Typing The third Row:
e The letter (q) is pressed by using your left hand little finger.
e The letter (w) is pressed by using your left hand ring finger.
e The letter (e) is pressed by using your left hand middle finger.
e The letters (r) and (t) are pressed by using your left hand pointer (the
first finger); These letters are pressed by moving your left hand
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pointer up to the left from letters (f and g). Strike the required key and
return your finger back immediately to the (f) key on the guide keys
raw

e Thesings ([ and ] ) are pressed by using your left hand little finger;
these sings are pressed by moving your left hand little finger up to the
right.

e The letter (p) is pressed by using your right hand little finger .
e The letter (0) is pressed by using your right hand ring finger.
e The letter (i) is pressed by using your right hand middle finger.

e The letters (u) and (y) are pressed by using your right hand pointer
(the first finger). These letters are pressed by moving your right hand
pointer up to the left. Strike the required key and return your finger
back immediately to the (J) key on the home keys raw.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with
the desired letter. There are two (SHIFT) keys in the far left and right of the first
raw. The left (SHIFT) key is pressed by the left hand little finger, while the right
(SHIFT) keys are used interchangeably with the letter key i.e., if the key is
pressed by the right hand finger, the (SHIFT) key should be pressed by the little
finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three
fingers on their normal home keys. Return your little finger back immedately

after striking the required letter key.

The capital letters and signs on the third row are (Q, W, E, R and T) for left
hand and (Y, U, I, O, P, the sign { and the sign } ) for the right hand.

In the case of typing a word or several words totally in capital letters it
would be better to use the (CAPS LOCK) key by your left hand little fibger in
the left-end of the Guide row, Pressing the (CAPS LOCK) key will shift all the
letters from the small mode to the capital mode. After typing the required word
or words in capital mode, press the CAPS LOCK key again to shift the letters to
their normal.
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Exercises on typing the third row
: Sl

Al Al Guls ! Y

Lol SLEnd ¥ Cas Cagym (530 @ o] il 1208 e ppsbetlly s ¥ .Y

Sleis Glpda oY1 ol ciladt I Lk Gl ydacsM Jasd Yo cliusi e Liilg & .Y

b ¥ Bl iy s paisell sVl Capadl oyl Lt

lalgals Laledl Gyl L0

cslall Cayamdl o yuad o s 3lead Wl o e Lgileme J) bl ael 1

> e 3903 OF Jolog « pa¥l 1igy @igh ML Lasy B Dyl s de Y
ezl oyl

po O oyl i )T ps Bualg Bty (e gyl iy 2 5 o Jol> A
ilewds g elig 4 i

(Ctrl + Shift) _aluie e daically dpulon¥) G0 J) Dlisall y a0 Jo> 4

Las Gy eV

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &~ N

Do not bother yourself if you made a mistake to avoid making more
mistakes.
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Exercise NoO. (151) Aidf diad guumast |9 Lot | o yuleld

e gama (o sy lblice o)l Lo )byl 2 L Lo casl
Type the following in (2) lines:
urururururtyuryturyturyt
urururururtyuryturyturyt

Exercise NO. (152)  &if da guuadht 19 okl ol

e perme JEo g lliss oyl Loyl place 2 L Lo cassl
Type the following in (2) lines:

euro euroeuroeuroeuroeuroeuroeuro

euro euroeuroeuroeuroeuroeuroeuro

Exercise NO. (153)  Aid! i & guwedi! 19 ELL Gl il

e gama J€o sy lblice )T Lol pplas 2 L Lo cassl
Type the following in (2) lines:
we are busy we are busy we are busy we are busy
we are busy we are busy we are busy we are busy

Exercise NO. (154) Akd! dad §guast |9l 331 oyl
Ll 1,50 e e gamme S5ty clblaus o) I'&)DQ'DJA—"”.%L]J:' e as
thg ol e mlo ¥l @Bl o J) pany|
Type the following in (Y) lines:

keep quite in your class room keep quite in your class room
keep quite in your class room keep quite in your class room

Exercise NO. (155) i dad (yguawadid 19 oLl | oyl

e game J5 e il )T Loyl pylann 2 L Le cassl
Type the following in (2) lines:
the little cat under the table. the little cat under the table.
the little cat under the table. the little cat under the table.
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Exercise No. (156) A duad (yguawadid 19 g b | oyl

e gama (o sy lblice gyl lem)l 2 L Le cassl
Type the following in (1) lines:
Be careful in your typing. Be careful in your typing.

Exercise NO. (157) did! dad guneit! 19 2 b | iy

e game J e cilblse )T LEm i pylan 2 L Lo cassl
Type the following in (2) lines:
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry

Exercise NO. (158) Aid! dad (yguwedk! 19 (ol oyl
:g-‘ﬁ Lo o
Type the following:

Always remember to keep your fingers on the Guide
Keys [Home Keys].

Exercise NO. (159)  Addf dad &y guanaztd |9 o il | ot yubeld
LI 1553 s e garms JEo as alblss )T L5yl 2l L (ol
189yl le bV @ BLE o I e
Type the following in (2) lines:

In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful

Exercise NO. (160) idf da ygeiaad| i yubeld

e game JE a calblse )T Lo oty ;2 b Le cassl
Type the following:
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.

Exercise No. (161) aid! dad ygsluad 19 Saknt | oty

a2 bl cass|
Type the following in (1) lines:
Mohammad asked me to join him in his trip to Hail.
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Exercise NO. (162) &&f da gskua g oL ot sl

tasly paw 2 b Le cass!
Type the following:
The Four seasons of the year are: Winter, Spring, Summer, and
Autumn.

Exercise No. (163) A dead &geiaad 19 ESILH o yuleid

129yl e ol ¥ QBLE o J 50 e yissT Llsal! 15 ae o b cass|
Type the following:
Dear Sir, Will you please send me a copy of your catalog and price
list of the electrical instruments and goods produced in your
factories, together with the relevant price lists and conditions of sales
and settlement of invoices and of any descriptive leaflets concerning
their use. Yours Faithfully

Exercise No. (164)  Aidf dad ygoiaad 19 2! o oty

(gl e plo ¥ @315 o J| Blisadl a3 wa) b Lo cass!
Type the following:
"Who are you to tell me how I should live my life?"

Exercise No. (165) il dad &gt 19 uolskd | oyl

Hdgpl e alo W @315 o | Blsall 1,655 pa) 10 e b Lo ass|
Type the following (2) times:

There is no place like home.

There is no place like home.

Exercise NO. (166) A da (ygobuid 19 pud biaad | o 5|

gl e bW @BLE o (15 0 e 3T sl Hlea3 pa) 1L Lo cass
Type the following:

Allah Akbar, Allah Akbar, AshHadu Al La ilaha illa Allah, waAshadu

anna Muhammadn Rasullulah. [Allah is the greatest, Allah is the

greatest. | bear witness that there is no deity but Allah, and | bear

witness that Muhammad is the Messenger of Allah]
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Exercise NO. (167) il dd ygotuand |9 audlosad | iyl

H B9yl e b1 o1 o I Ll e pe) 1oL Lo cass
Type the following:
Dear Sir,
We were very pleased to receive your letter about electric cookers and
pleased to enclose a copy of our latest illustrated catalog.
You will find details of our terms in the price list printed on the back
cover of the catalog.
We look forward to have among our clients.
Yours Faithfully

Exercise No. (168) Al i ygoiaad 9 Mokl iyl

Hg ! e aalo ¥ @315 o) J) sl Llisall i a3 ae) 1 b Le cass|
Type the following:
"People who live in glass houses shouldn't throw stones."

Exercise No. (169)  Add! dad (ygobaad 19 2wkl oyl

gl e mlo 1 @BLS 5T 15 e cra o] Ll )63 pa) 1oL Lo cass|
Type the following:
Aphorism is a brief saying embodying a moral, a concise statement of

a principle or precept given in pointed words .

Exercise No. (170) 4id! dad §gtsad| i yubeld
e gl ¥ @BLS T J1 5 s e H 35T Llssll 1y &8 p) 10nipe L Lo cass|
¥ Joailly ALadl o Liday (5l J) oyl (e Jngaid] O 4500059 (Cog ol
e ciand| Jeily adl o Bidas Gyl JI 5ulai¥ cra ( Laa
Type the following (2 ) times:
Bedouin, derived from the Arabic badawi (;.;), a generic name for a

desert dweller
Bedouin, derived from the Arabic badawi (;..), a generic name for a

desert dweller
(gl CA;;sjs &uf(x%bgjﬁ“@cﬁu oy o oy ol o) e @
piey oo Sl gl J 7Z 3l oin oY Lol andl o3 2k ol JSTades 4
Aied) | 23 )l oS
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A1 (S gulaad oyl ) z 3t
el A padd L (61 g obend ity i I3 g ) oyl b (0 b

el iy by $5ulon ¥ ol elane o g aliimiad e cayuidl (e clgi¥l sa
(e pecaie (€5 day 310 @il 10s Jless] s wal sy Gl i @b gyl delilal
ade Ul 2 cauml g1 1Y gyt alal (V) Ladl_e g gy cllsg 355500t yunliall

A2 Lo Ll L2 Zadlall g uudaill degll LLil3

A Lydal ekt 4 ylay T oor 1 e il g p ik + A ol 5 (SERH (o ol dn L et
Qg pud |

(61391 Sl U8 ) 6 13%1 (S gokaue

WS | iy |

de ey iy VI LT Yl s By dnliss | )

iyl SLess W o lef caall Cagym Lliss | Y

dasudl

5Vl et Yl Cas Janl Caall Cagys Llies | 7

.%39-:, o ol n\4—~\~u_c‘_j_23‘22_!5...3.n2.¢)_m

FFR

L haazmll gl deldad ol plo T aluzial | -8

:\.‘J&)ﬂ.&“. L@JT}T u.\é\_” ULEJ?‘ 5\.‘}).} Jl 3)}&3.1‘ (.5}44.“) Q‘.)).al\ @m.‘:n_' Z\JL_'CLJ‘ Muiu}a
5y doLiiill 120a e yaidl salel comid "Ly of "Y' GaSLal 2 53,de sgmg il 2y ¢ Guudaril]

RERIERVS PRPIY
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el 137 S gl ot okl e 7 39
el A gl bl g1 g1 ot oad el i S 39 yuldf b 0 it

.............................. : E*)m‘ R ) e teeeeetaeer ettt reeerar et te s e tsaeensaseens o uj..ﬂ.“ (Q.«.u‘

¢ Y Y \ 'Z\lea.l! ...\_’JUZ/\’J.SLz:v Lnu_'_;}“ Jd | 4LL33\~+&5:,3;}5_93T@J5

dedat! doladl ¢ gazma cpa 7V 00 Jalay La Y

(&¥glandl ) e ) alaid!

(el 39 ]

¢ Y Y \

Lol s less WM oo el cawnall cagy s inliss | -7

LdooW eVl ca v Jawlcaall agy s dlies | -7

L daasll Cagypsdl deldal cpudl plo T aluznad | -2

o
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Al | die Asldal el Add plad Lol | dor o aldiiiul : dagl b 3o
() iall)

salal @dat
e bdat el 45 yloy mSlall do gl aludetiol le wln;ud Jl sussdl ods CBug
A0,V e lie il (e yuaites o0 clillacfy ¢ alB,Y1 Cas 2 al3,Y
: Al 1Y
ol e 3eLigany 1513 (553 T amsll 22a il ylen e oyl <Ll s il 235
Loy pay Cocall milie gl 2 (el caall) al3,¥1 Cas Ayl sy )
aelll
ol ¥l aw e — 9= Ladle casas LY
.¢@)¥1mbﬁ —=L~;m>u3¢\z».ﬂ\ ielb 2 paiell po ¥l anxius ¥
.Ewds@‘a\z.ﬂ\@auﬁaﬂjwﬁ\zﬂ\%:@ 4
Al Ll 2 Liedl Wy anzis L0
A0 de b 3o o1 0 (le oyl a8gull | Sl
B b | Sl
Sasell ol 2 calaglantl L)
sl ol 2 byl LY
Ailizle pe ol Slgn Y
ieulin pLaT)| g3 dade .t
iebin Cauls Casme L0

18 lgd! Clllate
el G yday de Ldatl (e claiad Cigue (6T (o0 laslin Ladbes )
Cdaledd! ooy oslus ol el ylga L&) LY
oogaill mllae el JI Jgdl Sle 50311 LY
Ml dygns g adl sl Lt
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1 el ) LBy Y Chua B alByY | LS
gyl a3 alzy V0 Uadiye 35 ¥ ogllall Jeall 0T 6T cagigall aill e 5

StB 5L euiiens dai aull &yl Cauimy gyl CBsiin le Liskes Uiyl Leoy
Lo Jaw¥1 ] 4t Lot getl J1 OLetB Jiloy (e J] an Loie Laadl ]
Ayl Hleall udi (ol 1 caall) ald ¥l cans 2 ale ¥ Lliss e oyt

(1 il ALy ¥ i ALY Lol tm g (bl JS

2y G0 gyl o aL3 Y1 i (e ailin 05 (e Jane (paa¥ puniinlls
54 AL Lty GLEST Y s el cauall 2 cladl C o 5L€3,¥1 Cas 2 Cales
el caall 2 auanll iy 350 4l T yauall rlide e aing (=) zydall Ledle rlide
(=) glall iadle rlise 5gb yumindl pral milae o EIE Ll Lt ¢ 3les) ¥l Can
398 syl ) ;2500 GLesi, Y Crs el Caall 2. 10l Gy 350 Liall 1a aig
laad! 1 B 3L ¢y 90 die e V1 Caoall Ca |
sy () Baad 03y opind AlB Y1 Caan ] i ol Sl yaay Lol
i (e Ugpana rieadl Bolecally () AL @y st w1331 Cin ] iy el
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AL, s 1oLl Gy e e 91 1 iy s Laoriad a3, Y1 Cain iilia (e oo i
@) s ald ¥l Cas I al¥l oy 358 sy 3] Lal (V) Lol @3 oyt
() &)

¥l pain il (g pend) adl pliol eyt (ald) V) cas JI el pmidl gl uding
LY Cro e T Caall B sLiall (o g ye ol oy (398 o ole 1 1 oy
S skl ity &y yea¥l iy (1) dmlyll 63 o yuing a3, 31 Coam ] Jasl
02y il LBy ¥ Cas Iy (] oy (V) oSl @B copuingd alB) ¥ oo
LB, G alB)T mlie e o lide oy 116 ped oyl Lalewadl Laf «(F) £33
L e el 1 iyl gl iy LB, ¥1 G 1 ] bl o et
ooy 3| oy (352 (oo il yns Lo ¢ (8) a1 B o pmiands sl J) Sl
AlBY G e (0) Luwaill o3,

sl JU s ad o) (1 obeatdl (e (35553 ald) V1 Gliss o das S o g
£10 Loned o5 alg o dany] CAEST ylie Leuad g Bie g

oYl e ilall do o 2 al8,3) caus e Guum Lics o dayylall uding

al

(111 aall) B Y o b ALDY Lgeds feage (k! IS
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s (0) jaall o ald )V o (o peilae BM5 Gy e Jogens ¥ jaislls
o lelcaall 2 (P )y sheni VW caw 2 () ibgall ilwlall Ladle 34
LT T (0) jaall Flias g plng (=) olall dedle plide ga LI Flially «Sless,Yl
I FLaall Lal Glemi¥l oo Slefcamll 2 ([) gopdl (usall Ll Ledle lide 350
Lodle rlide 350 FLuall 1ia pdg (=) golaitl Ladle plide 5gb punisll pus| molis (ye
oyl B33 iyl O 45000y HLEnd; ¥ G e caall 2 (]) gyl Gusdll Dl
el JI Ml d5Ls (3553 s e Y1 Casal

aslly ((9) daidl @3y oyt b3, oo ) L ymiid el ol juaiy La

e Ugienn el Llewdly ((8) Loleill 0By iyt al 3y Coin (| iy ol

Cao 1)) oy o A ]ty Lotind alB,¥) Caus miilie (e opoelide oy

ald ¥ o JICN) G ys 358 e o o0 1] Lal (7)) daeadl @By o it a3,y
(6) &l @3y (o puiud

¥ puaistle (el ol mlia] Wl cald, ¥ a1yl slial uding
LT W Crs el Caaall 22 () Cayms ygye (8) Loy 398 opa o le 31 1 il o
kel Gudly oy oVl piaidly (1) aslohl 03 i alB, ¥ Gas JI Juad
i alB ¥ Cais J) iy (el Glacuglly (2) B 03 oy a3, Cas )
@ﬁ&)i@amwwmuﬁaﬁﬂéﬂm Blewdl Lal (3) L3M3 o3,
Ol e e T ) L8m ! ity a3, s ] 6yl Babecad) iy Laoriad cal3, Y1
B30 (e s Laeg «(4) L) ¥ 035 cymid (F) 3y l5aa (s el J] DLl

AV s Lle (D) el @3 coypaiend () oy
sl JE s ad ! 1 obaatdl (e s5m ald) V1 Gliss o das DU o g

A15 Lises @5 oy @ dayyl CaEad e dwed g La o)
4'") Typing the Fourth Row : The Numbers

The number (1) is pressed by using your left hand little finger.

The number (2) is pressed by using your left hand ring finger.

The number (3) is pressed by using your left hand middle finger.

The numbers (4) and (5) are pressed by using your left hand pointer
(the first finger); These numbes are pressed by moving your left hand
pointer up to the left from letters (f and g). Strike the required key and
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return your finger back immediately to the (f) key on the guide keys
raw
e The sings ( = and - ) are pressed by using your left hand little finger;
these sings are pressed by moving your left hand little finger up to the
right.
The number (0) is pressed by using your right hand little finger .
The number (9) is pressed by using your right hand ring finger.
The number (8) is pressed by using your right hand middle finger.
The numbers (7) and (6) are pressed by using your right hand pointer
(the first finger). These numbers are pressed by moving your right
hand pointer up to the left. Strike the required key and return your
finger back immediately to the (J) key on the home keys raw.

(2l aall) aldy | i ohe Qb ydeld
Exercises on typing the fourth row ( Numbers row )
¢ Q3L
Azeeall Ll st )
Ll L)Yl Gas gy 30 @ of il s e copletlly s ¥ .Y
Sleis Gl a1 ol cludt ) Lanybe Gl yda oo Jasd Yo cliudl e Liilg & .Y

el

ccgllall @331 s 3l s LY s e Lgilena J claslial aal 0

e 3547 T Jolmg a1 g @igh Mo Lam¥ 305 L5, 15 Cogpoml s ey 1
el @B ,lg oIl s

@@ Ilg Byl sy pa sl g le alBy Vg g yall ey 2 s T Jyl> Y
ilewdd (g g 4y pung 2535 |

(Ctrl + Shift) _aluie e daially fypdoo¥l G ) sl y a0 Jso A
L Reyorm]

Instructions :

1. Sit opposite the keyboard correctly.
2. Place your fingers on the guide keys as explained before.
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3. Hang your thumbs on the space par.
4. Try to think about the correct positions of each key.

5. Do not bother yourself if you made a mistake to avoid making more
mistakes.

PH{NETRYY PR (PIFXTE S (JOTPRV]
Ié)\:’ oo 2 (2loVooamt oVaAoTaY aVolala: ) obls casl
e bW Bl o JI ¥ Ll ) ead pe 63 19 de game JEo o il &I
NEPY
ODlaVooomt aValoYaY aVoAa)o:
ODlaVooomt  aVaAoYaY aVoAo)o:
ALy (a9 I ot yuli
a8 L)l eyl 2 (Em0Vee YaXoAaYa ValaYere) ob Le cas|
a3 e ol V1 @315 o ) acdl Lliss 1,Ea5 g de gazme (€5 aar cilblus
toooVala YoVYoAoVa YaloYoAo
toouVale YaVYoAoVa YaloYoAo
Al g 9 AL oyt
J s alaline und 15,05 an gl Hlacdl 2 el o s (¥VEL) Gl Lo cassl
a1 e olo ¥ @3l o ) el Lliss 1 1E05 pa 4315 03,
oYVio  aYVia oVVio ofVio aYVia  aYVia
A (it 19 2! e oty
o alalase ues Lem)l aa gl ylaall 2 cilye Gued (1)) S Lo cassl
B e ol V1 @305 0 ) lacll Lliss [1,Est pe ya Ty @) J<
ol oY OTHYe O Ye ol Y
A e G paallg ual il oo
o alaline ues LEmyl aalgll ylaiall 2 cilye Gueds (@F0AG) b Lo cassl
B e ol V1 @35 0 ) anll Lliss [1,Est pe ya Ty @) J<

oY O/\g._s oY 0/\9 oY 0/\9 QYO/\Q oY O/\g
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A e e |9 il | oyl
Jm o lblie ued L6005 anlgll Hhaiall D el e s (@AVEQ) b Lo sl
al3, ¥ Lo mlo W1 Q3L o I lassdll Lliss 1,Ea3 pa 4315 o3,
OAVEG OAVEG SAVEL SAVEG OAVEG SAVEG
A1 g Gty abaad ety
O alaline ued Lemls aa gl ylaiadl 2 el ye Gueds (@A) o Lo cassl
a3 le sl W1 QB o J el Lliss 510 ae 3305 @) J5=
R VR VAR L R LV MR LV W
A1 da gl g oI oty
J s aloline und 15,05 anlgll Hlacdl 2 el o s (0¥ 1) Gl Lo sl
a3 Lo sl V1 QBLE T J pacl Hliss 51,503 pe 4519 @3,
oY o oY o oY o SoYro SO oY
A1 s (gl auul oyl
O lalane ues L)l amlgll ol 2 oipe 100 = ATV — 45 L Lo Cassl
S S a1 i [, €03 e Lautany Ladball 3 oy Eolaung 6yl iee S
tala ¥ Gle plo ¥l QLB
140 = ATV — ALY 10 = ATV — Aty
Al g 9Ibaldf oyl
(Lnag Ladlall 13 5y Balia Lo )ls (= A1 01— LuAEVY+ ) b Lo sl
al3, Y1 e ol @I3E5 o) I lans¥) Lliss )25 e
= WATY 0T — LLAEVY -
Exercise NO. (181) i/ dat §e9baltg aloat | ud ekt
e STy Lo peme JEm o clalive )T L&)l TVOE YAYY VAY: b Lo cassl
al3, Y1 e b1 @l3E5 o I lan¥) Lliss Sl <

Type the following number (6754 7832 7810) in 10 lines:
6754 7832 7810
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Exercise NO. (182) &&f day ygdbaltg oIl sl
J&,o&a\smwigju asloll pladl 2 by o 2 7T4 3,01 Lliss ),
1ald, ¥ e mlo W1 @Bl o J) a1 Gliss 203 pe iy o)

Type the following number ( 2j7f4 ) six times:
2)7f4  2j7f4  2j7f4  2j7f4 2§74 2j7f4

Exercise NO. (183) ! dad (gbertd g S oyl
Jm o lolie oyl Lol s lodl ylaall 2 il s o BF0)1 03,01 s 5,20
a3 Lo sl ¥ @QBLS T J el Hliss 51,503 pe 4519 @3,

Type the following number ( 6f0j1 ) six times:
6f0j1 6f0j1 6f0j1 6f0j1 6f0j1 6f0jl1

Exercise NO. (184) A/ i (gbed 9 ad! pof oyl
o o lolis oyl Lem s amloll Hlaall 2 il e s 3F5)8 03,1 Ll 5,0
Al e polo W1 @IBLS 7 ) lacd1 s 1,555 pa ,anTs o3,

Type the following number ( 3f5j8 ) six times:
3f5)8 3f5)8 3f5)8 3f5j8 3f5;8 3f5)8

Exercise No. (185) did! dad (gdled g uolskd | oyl
Js o lalns poyi sy s fodl ylacadl 2 el yoa o 9F7j4 03,01 Ll 555
Al e ol ¥ @IBLS 7 ) lacdl s 1,55 pa ,aTs o3,

Type the following number ( 9f7j4 ) six times:
of7j4 9of7j4 9f7j4 9f7j4 9f7j4 9f7j4

Exercise NO. (186)  add! diad aibaild g yudluad | o yubeld
Jm o lolie oyl Lol a5l el 2 il e o 16]8 03,01 Lbiss 5,25

Type the following number ( 1f6j8 ) six times:
1f6j8 1f6j8 1f6j8 1f6)8 1f6j8 1f6)8
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s uwold| 4y play LAt ) A (B ALy | Ao (e LBy Y A9LIS
ilall is gl onay nd1 2 Lndia sy a2 al,¥l malae io gl o aig (milall is!
Caas| Cagaiall o3 (e Lyl CBgd s T3NS B Cogyodl 3oy cstac] dasly Cbgdun
O o] ST sgale aBlgy do ol aﬂgﬁ\jjylwwhﬁ&dl SWA[JPWES PP

SW| Py

oy

Jadl 7 Lide

Lt | ol
Num lock -

ol el

Num lock Jll ~liia
7410

AL e g e a3 L (g sl sl JSE

sgmeadl miilin oy Glacuglly Lol e Jo¥1 syeadl pilin oyt Bl ulls
ol seall il Copuin yuaiily (B sgandl milie oy juaidly ¢ A
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0 @yl g8 3TN 1)

bt sagally B2 5LtV o e slaie W2 5 =il o Lesoy
(BN dacu gVl Gl 55 ¢ Lol 31601 G e als, ¥ milin dong) diad cBgyanll
ALy e Ao B GiLadlalg aldyd e 2

7lide Jo¥ Caall peni 2 Libla) Le Jolo ald ¥ milie i gl Jand cpa Tud Lesie
gy ¢ AL Jo¥1 s aadl 6T conils Jandd ZLuall 12a o pa3 & aBy (0) jaall @3,
JLa¥l 7 lide pay sl 1 dgandl 29 (1) A pmdiad] Al Lall 7 Lliae EIB sgandl 2. 6T dinay
b Jaded Zlall s Ulb) & w3y (ENtEN

a 191l @3 zlide Hledl uadi 2 Liblawd Jaull e U caall JI Jai Leade s
(ENten gl syl #liie @ (3) B @3 (2) cndV @3 zlide dias adng (1)

oyl alo ¥l e GlAT 01 caall gy HLead V| (oo g8 EI Caall L
a3l 2 (4) Lagy ¥ 03 7liae e aall 10 (Gotimgy cdd] § p 150 53500l @3 a3,V
39 91 s ping @ )1 1 el (e aily (O) desesdl @3 plide divang Ll
Cro (s el ia®T 2 @5 ¢ I sgaadl 2 () 2aadl 3 lide diass cdule 1in b
s Zall s Jadog (4) gend! Ldle 7lias jless)|

o Ladl (e rlida Jola aul Il Caaall (67 5LEt ¥ Caun (e e ¥l Caall 2 La

sgeadl 29 (D) Ll @3y Flide @3 (8) LoLeill @3 7lide digey @3 (1) Lol @3y 7 lide
() pedl Ladle Flide pays Hlesi Wl caws 2 L yiil Less pol
csladlall oo pais ald, ¥l mialae Lol (e eV S 3Vl Gualidl Canll 2.
Ol e ¥y «(NUM' 10CK) ala )91 milan i gt S8 7Lide ga sladl e 7 Luda oy
et LAl Gles 13] el cald ¥l ds g 2 al®, ¥l alusil @i 3&&5\:@1\ NWSRYP=EY
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ERPEESE PRV B S FIRFIPES PSR SN P [N F RS SN Y PESI- Sy PP
(GLemdy ¥ @By B) daidl @By S oy ¥ cilgandl Joo 350 @l milaad cimaiall
zliday eV J @gall (8) Lileill @3 Flidny ¢ Jawl J] gl (2) cnB¥I @3 7Lliied
molie Lal conantl I @amall (6) Ll 03y 7liday «jlead! ] egmea! (4) day,¥1 o3,
el gl ¢ Loylad (GLams, ¥ 03 5) daadl w3y Sy 35550 imiall 2 nmn|
Taceadl lnde 6 6 pead) Liladl D031 ¢ Llgdll plide 568 (1) aslsll @) 7lide 6 (6 pead!
zLiae 545 (3) LN @3 rlide T ieadl lawall gl 31 Lal cdgladl #lida gg3 (1)
7liie 545 (9) Lewall @3y 7 lude 6T riad| Liladl gl 301 Lal il e I JLEDYI
s zliae S (D) jauall @3 7lide Joomiy 1o ) 2L YL cimaall Jawd ) JLasy

(Delete) Lty Fliis JI () L yduadl dlolall #lidag «(INSEIT) Cag ot

u’.]_” (*) La_zd‘ iaMe UBT_T EIES .\3_@.’_”%&;7%3 ¢ da MBH‘; o “.:L;;;\_Hj c(/)

ELLA)S?‘ t‘oﬁ:ﬁ uJﬁ);-J\ Sy SJ&SwLa.ue@)‘}” @JLM zéjlu.\ae\.‘oy‘ d.a.ﬂﬁ
:\_a_uy‘ Smy‘&a}t'bai@)y‘g_yaﬁ%m‘:&)a‘ 653\.@ Z}jju.‘.cu.m:d‘ .J_J.Uejig‘
¥ Gty & a1y @lall (B) dewaddl @3 7lide 558 ol pus ¥ (9

LSPT 3).4 e@);}” )\53)‘
okt Ay plag aLB )Y ilin W g (ohe Sl okl

Exercises on typing the Numbers on the
Numbers keyboards

: Q3
mmeall Ldol Gl )
Hleis Gl pla oY1 Ol cilads I Linybe ool pbaisM Jasd Yo clowas e Liilg & .Y
obo ¥ Bl iy s paisell pus Wl Ladladl T @30 iyl Y
Ul @31yt (3 e ST,V s e Lgileme | claslnl e

116



(ulad | eilin Ao gt ) canrlaad| OLdad » ZALILY gty eeeialt kel 3yla !

2 gl e¥ Jolad ¥ A oy pa o130 de yull (pe (ran G 9nn ydia JS2T .0

Bl Gl e de pudl (5528 Y il andall gl ol ¥ Ley Ll
TG LTI

@ @)1 i x5 s By 5y e ladlally Al M el 2 5 O Syl 1

Instructions :
1. Sit opposite the keyboard correctly.
2. Place your fingers on the guide keys.
3. Try to think about the correct positions of each key.
4

. Do not bother yourself if you made a mistake to avoid making more
mistakes.

Exercise No. (187) ! da (99bald|g audbuaad| oyl
e gl ¥ BLE ¢ JI paw¥ Llss 5l 550 pa oni e ( 964 ) 3,01 Cass|
WER]
Type the following ( 564 ) twice by using the Numbers on the

Numbers keyboards:
564 564

Exercise No. (188) i/ da (9bald|g (poliid oty
e gl BLD o JI iac¥ Lliss ) 5 pn o e ( 5321) @301 Cass!
WP
Type the following ( 5321 ) twice by using the Numbers on the

Numbers keyboards:
5321 5321

Exercise No. (189) ! da 99lald|g aulildf oyl
e gl ¥ @BLE o J e ks i psa pe o e ( 897) @301 (sl
NER]
Type the following ( 897 ) twice by using the Numbers on the

Numbers keyboards:
897 897
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Exercise No. (190) Aidf dad & gtukd| o yudf
Ao gl ¥ @ BLw T ) e s 1 ,ea3 s one ( 90.37) @301 Cass!
e&);}”

Type the following ( 50.37 ) twice by using the Numbers on the

Numbers keyboards:
50.37 50.37
Exercise NO. (191) Aklf dad ygnunid |9 SaLaad | oyl

@Bl o I pda ¥ lhes 1y eay e oipe ( 5%9-8410/2-3 ) i leall (sl

Type the following (5*9-8+10/2-3 ) twice by using the Numbers
on the Numbers keyboards:

5*%9-8+10/2-3  5*9-8+10/2-3

Exercise NO. (192) A&/ day it g Il oyl
:oni e (5263410.987 ) @,11 Cass|
Type the following ( 5263410.987 ) twice by using the Numbers

on the Numbers keyboards:
5263410.987 5263410.987

Sl o 23 RS e b Gy i S il i o oy ol ol e @

pey Sl gyl ) b sl ade oYl el 3l e Gyl ST ke U8
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() () (>) (<)
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() (OO () ala¥l e m 3 i atintl ool ol cougay 1
(1) (@) (#)($) (1) (&)

Cao 2 i abisell culedl ol iligal (i julanl il all s gl anien o3 .V
(M) ) Bl s e Sl aledley (1) <) 3lems Y

Caaall 2 iabinll ciled all dlisn] iyl molall iyl ankias A
Sadl sl aladle s () « ) o (1) (¥ caall) Slemsy ¥ cas Jaud
(<) () (?) eV Caws ol cawll e

el Caamll 2 dabintl clal ol Llisst (ijulan¥| malill i) auias 4
Caall e lall el sladle s ()« ([ (i caall) jless W e
() () sl Gass el
LB,V Cas 2 Zabinll cladlall Llisat (iyyulon¥l malal] da o) anieios ) -
(1) () Al s e Al sl cledley « (Z) (=) < ()

122



(bt | Zuilie drgd ) ouulint | Gl K mdLAL! pglallg muesat dolad! 3yla¥

(C D)) O () (&) (M) (%) ($) () (@)
(+)
Al e pedlbg cladladl delds 2 aill po Wl anzies ) )
Ty cile Lw S5 g1 010D (oA i ekl pgult | gl

Bkt el | SO
Sasellola 2 calaglant! L)
Sasoll sia 2 elg,ual LY
lisele pa ol Sl Y
ieolin L3yl 93 dade .t

13yl ) Cllale
el 48 yday de Ldatl (e laiad Gigue (6T (o sl el )
Al oyl o oIl el lga olas) LY
oo yiaill il maliys I Jsadl e 35uall ¥
Al g g il sl 6

123



|
[
(qund | 7ulin Brgd ) slind | Ol [ ALY yglally mueald dalal! 3yla¥)

¢y Bkl AL G g b Bt et LS

A3y e

S il

IS, da

Jo¥laalt

Pl o gl (B L) il Lok (uaga ot IS

a1 Tupbeasd! lileat] eslodle dliss : ¥yl
cledle ¢y otiadle e Liyus al®, 91 cas e putll aie s bl susgll 2
Ay Gl (5T L yg3s (=) g pall adle g (=) goleaill adle Lea dleadl cilidenl!

124



(bt | Zuilie drgd ) ouulint | Gl K mdLAL! pglallg muesat dolad! 3yla¥
U_\.cg)..kll_n.u 3_&&-51\ a;\_m’%j ‘Lzs_x_a_} Z\b\.umj Z\_J_ca\_i).” :\_AM_Q_HJ_.&B._\A‘j ol e cib_’?
SIS N RERDSYIN]

Al (o) sl By Flidey Casaly (+) Lewdll Ladle @

L) Bl @3y oy Flidey cagaiy (M) (Yl Aadle @

(9) glodl oy rluday g (+0 ) Loyl al®, M &y dall Al s lall Ladle ®

ALl
g pal] s Jun & esladle Dliss : Lals
Liakd e g rumio Jsond Laiel )3 patld iladlally L pall B9 o Jusmdl a5

oyl liss ey (sl Ladlall (Lo ilall s gt dlasl gy Lengnd all gyl Josm ay
Jusm st eladhe e oy sas gl 008 2 9 « Laoay of L@;é&méiﬂﬁgﬁng&l_g
)

Al (o) sbaall oy Flides cassty (7)) ixiall Ladle @

A O3 il Cys plidey cagaig () 5 pusall iadle @

AL (&) sl oy Flidey cagaiy () Leall iadle @

Al (o) placdl Gle 5300l iy plides cassty (7 ) gysndl Ladle ®
Al (3) JI Gy plidey casmiy (7 ) suddl iadle @

Al (o) sball Gy Flides cassiy () "mall uai’oimiall iadle @
(o) Onedl oy > plisay casnig () pesnll s & (nSp sl Ladle @

Sl

AL (3) BLAN By Flides casaiy (1) waall (el niesall Aadle @

125



O
(ulad | eilin Ao gt ) canrlaad| OLdad . ZALILY gty eeeialt kel 3yla !

rlal) Ao gl e bl culedlall Zhy Libiss s Ll
rilin gl (59 g pall o itl] nladhe s syl csladball ] LYl

Tadegny Juindi o Ledg Llisall e aneiod il ladlall (s dpall e ol
roledall o Loliss

(I il ) HLSCy Y i (B Siladlal!
Al (L) slall (s rlidey casai (1) papanll idle
Al (W) Galeatl oy Flide casas () ol izl 2edle @
el oy Lldey (a3 (/) g pdiall pcsadl (JSU Gl Il ol Ladle @
A ()
AL () o9l By Flidey casss () dusladl Ao lall 2edle
(@) el oy plides casss (2) doyadl gyt sua ol 5udsstl Ladle @
Al
(o) bl Gy iy a3 (1) gopdl Gusall of Cagaall Lusall iilay iadle @
Al
AL () eldl By Flides casa3 (1) gyl 5T Bsaall Gusall dilg iadle ©
H(CILL il | ) HST )Y o e il B Siledlad |
AL () bl oy lides (ot (+) dbgaill dlolall Ledle ®
() onallcays rlusey e (1) dslall par il iloloiylg iadle ®
Ll

H(J9Y) alh) HSCy ¥ i Jaui ual! b Oledat!

(L) cUal 5y Flidey casa3 (§) algain¥l Ladle ®

A3 il By plides (asa3 (L) dazill iadle ©

gyl Ll By ludey casad (7)) Lygledl ol dlols Ll iadle ©

LAl (3)

I el oy lides casss () ATHal Gugall Lilog Ledle ®
I3 9ol e 33l oy Flides casad () ATal ugdll Llgi dade @

AL () Gyl Sle 3l By lides casad (~) Cayaill iadle @

126



(ulad | eilin Ao gt ) canrlaad| OLdad 2L yglaly el dalalf5yla¥ !

1l liall ) alhy ¥ i b Giladlalf

A (=) bl Ladle Flide casss () flawdisall Ladle @
A ) yaall @3 Flides (a3 () ) I usd Dlay Ladle
AN Banall @3 Flidey casss () I Gusd Llgh Ladle @
AL CA) Ll @) plidey (a3 (4 ) Lamill Ladle ®
ALY Ll @03 Flides casas (&) gruloyland Ledle ©
A (0) Lwasdl @3 Flidey casas (/) Ll ieadll Ladle @
Al (8 Zagy¥1 @3 Flider cass3 (§) [¥sull iadle @

A (F) B @3 rlides asss (#) ol Ldle @
ALY ol @3 Flides casai (@) @Y Lade @

IO ) sy @3y rlidey casai (V) el Ladle @

S Y k! (o ) A ke | Dbl el g o Bt et LS

ek

T E -) A3y Lao

[{ ]_} \ SILL ol

Y e

/? Jo¥l aalf

Pl B o gl i BALTAL | CILodlal Lo faga (ool | IS

127



-
(bt | Zuilie drgd ) ouulint | Gl K mdLAL! pglallg muesat dolad! 3yla¥
ol g plusd] olileat! ailedle Gl : Yol
Epleasdl csldest) ailadle (oo gmiadhe e Lisyas ald ¥ Caw e agleadl 5us gl 2
SM‘Q&LMQL‘J\B‘AMM‘Q?B)&:SQ(_)CM‘:\.Ay.ﬂ‘-j(=)L§3Lt.ul” Ldle Lea
ol aladladl Sl Coyniiw sus gl 008 2y Laaay d8lag dco by, Ml 3
)
Jﬁy‘;a_m.”LSM‘W(X)«JPCuM;C&Sj(X)uHJ‘MML ®
2 (%) Lamidl joap coyall Ladle 83 O (rfnas Les ¢ 6 pead| pini]
(8) ipleill 03y al®) ¥ Can 2 a3 idly conladl 20 el ) ldaal
Aol iedl pus ¥ ALl
¥l il Jo¥ ol () plides cagady (/) icwidll iadle ©
ALl (6) Licdl @3 7lides casdy (M) (¥ Ladle ®
Canall 2. (L) daadl Ladle zlidey (igaly () Lol e ,eo¥ Ladle ®
Al ¥ il Jo¥!
aal 1%(,)LM1MW‘LAMQCLM“.%&,“ 39 (<) e yasV e @
St el eIl Jo¥
aidb ¥l caall2 (L) idasill LY ansiady () dyydell dlolall Ladle ®

AV s 2 el el @3 rlides casaty (%0) Lol il Zadle @

128



|
(bt | puilie dogd ) cuubant | OLigda? . ZBLIL I pglallg eueall dolald! 3yla}¥|
trlal) Ao gl e Ll culedall dd Ll s Loty
el e mlall i gt (gatimd by Loyl ledlall ] dals Yl
reledlall ol Ll gyl L Legdy cayjulan¥l Ll die ansiad Gl cledlal|
(I il ) HLSCy Y i (B Siladlal!
¥ paiadl casss () dbgaill ol Ldle ®
i gaill Al Lall Ladle zLlide oy piiy (1) Dslall Aoy il of dlolall 2adle ©
¥ aistl cagsty ()
() ibyaitl dlwolall Ladle Fludes cusnd (1) opiwil olikail iadle ®
e yaia Il el
H(J9Y) alh) HSCy ¥ i Jau el B Dledat!
oe¥! piaindly () et Ladle plides asnd (?) algaia¥l L)l ©
Al
¥ pandb caess (L) dasll e ®
(SO chall) HUS) Y o e wualf (B Dledialf
b pdulea (e JLCPD
imdy (]) o pll Gusall ilgd Ladhe o3 pmpll Gug | Ll Aadle ey ®
o sl Bty Zlaey sty (L) ST,al o7 350 Gusdll Ll Ladle @
raa¥) il Ll
ol sl Ll pliaes sy (F) ATa 5T 8500 Gugall Llgd Ladle @
Ll

129



(bt | puilie dogd ) cuubant | OLigda? . ZBLIL I pglallg eueall dolald! 3yla}¥|
1 il ) ALByY i B Ciledlat!

AL (=) ol Aedle Zlides cagad () ddawdl sudl Ladle ®
A0 yanll @3 Flides (st () ) I usd Llgh Ladle @
AL (9) Leall @03 Flides casas () I usd Llas Ladle @
Al (8) Lokl @3 plidey (s (F) demill Ladle @
A (1) Lol @3 plidey casmi (&) Ladle @
Al (D) Lewaill @3y Flidey cass (%0) Lyl il Ladle @
A (4) a3 @3y lides casas (§) Youll 2adle @
A (3) B @3y plidey casss (#) gyl iadle @
AN 2) il @3 lides asm3 (@) @Y Lade @

AL (L) s gl @3 Zlidey casad (V) comatll Ledle @

(1) aslgll @b 7lude e yen¥ plually casny () dglall byl iadle @
@chwﬂa\cm\g@ﬁj(~)M\ulcﬁdl\jiu._uﬁd\ e @
¥ paisdly ALl (1) as o

Typing the Marks and signs:

1Y) Typing the mathematical signs (+),(-), (/),(x),(*), (=),
() (") (>),(<),(.)
e The Addition sign (+) (plus) is found in the fourth row. It is pressed

by using the right hand little finger. Press the left hand shift key first
and then strike the key.

e The Subtraction sign (-) (minus or hyphen) is found in the fourth row.
It is pressed by using the right hand little finger.

e The division sign (/) is found in the first row. It is pressed by using
the right hand little finger.

e There are two signs for the multiplication. You can either use the
letter (x) (small mode), or you can use (*) sign which is only used in
mathematical operation on computer. The asterisk is pressed the
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(SHIFT) key with your left hand little finger and then strike the
asterisk in the fourth row with your right hand middle finger.

The equal sign (=) is located at far right hand side on the fourth row
and it is pressed by using your right hand little finger.

The percent sign (%) is located at the fourth row, key number (5) and
it is pressed by using the left hand pointer key.

The caret sign () is found in the fourth row. It is pressed by using
your right hand pointer (the first finger) finger with the (SHIFT) key.

The greater than sign (>) is found in the first row. It is pressed by
using your right hand ring finger with the (SHIFT) key.

The less than sign (<) is found in the first row. It is pressed by using
your right hand middle finger with the (SHIFT) key.

The less than sign (<) is found in the first row. It is pressed by using
your right hand middle finger with the (SHIFT) key.

The full stop sign (. ) (the period) it is used like a (Decimal comma,
parentheses) and it is pressed by using your right hand ring finger.

Finally the vertical line (pipe) broken bar (|) (| ) are found in the
third row. They are pressed by using the right hand little finger.

2"Y) Typing the Punctuation Marks (,), (;),(:),(.),(?),('), (),
(-)(2)

The comma (, ) is located at the first row and it is typed by the right
hand middle finger.

The semicolon sign ( ; ) and the colon sign ( : ) are located at the
same key on the home key row. The colon sign is typed by the right
hand little finger with the (SHIFT) key.

The full stop (.) (the period) is located at the first row and it is typed
by using the right hand ring finger.

The question mark ( ? ) is located at the first row, It is typed by using
the right hand little finger with the (SHIFT) key.

The exclamation mark (! ) is located at the far left of the fourth raw.
It is pressed by the left hand little finger.

The quotation mark ( *“) is located at the right hand side of the home
key row. It is pressed by the right hand little finger.

The dash sign ( - ) is located at the fourth row the (negation sign). It is
pressed by using the right hand little finger.
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Finally the underscore sign ( _ ) is located at the fourth row the
(negation sign). It is pressed by using the right hand little finger with
the (SHIFT) key.

3") Typing the signs ((), ()), (), (,), (&), ($).(@)

The parentheses ( (), () ) are found besides each other at the fourth
row and they are pressed by using the right hand middle and ring
fingers respectively.

The Apostrophe (') is located at the home keys row, It is pressed by
the right hand little finger.

The comma (, ) is pressed by using your right hand middle finger.

The ampersand ( & ) sign is located at the fourth row and it is pressed
by the right hand pointer.

The Dollar sign ($) is located at the fourth row and is pressed by the
left hand middle finger.

Finally the at @ sign is located at the fourth row and it is pressed by
the left hand ring finger .
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g FE=" v | G I3,V PP
Dl Ll 3 ol 585 gl 2 (01 (3 ol 52
Ol i (s ity
iy 6T Tals 2 0y Balns 61,5 e M s LIy |y (i
gyl e plio ¥ @B o J] aliss 51,58 pa Ty cap Had (S o wlblus
 Jusm ! sledle
o RN Mﬂ)‘-ﬂ Vi 1553 13} a&z" e Eda 131
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(il il g ) culnt | Ciliday » 2O pglally euaiat dalalf5y3Y)
A ) ¥ ) il ASLTRL ) Sl Sl (s Gty
Exercises on typing the Marks and signs
: Sl
ommall Lalad! uls ]
Lol SLEnd ¥ G Cagym (535 @ o] Canall 120 e opsbeilly s ¥ .Y
e oe ol ¥l ols cileds ) Lyl ol pais U Jasd Yo cleadi oyo Ll s ¥
b ¥ Bl iy s paisell sVl Capadl oyl Lt
lalgals Laledl Gyl L0
gl oyl oyt o v ST )Y G e Lgiless S clalsf ael 1
> e 3903 OF Jolog « pa¥l 1igy @igh ML Lasy B Dyl s de Y
ezl (ot
i 4y piiny @985 (A1 Byl i3 )5 ps Bun |9 5589 Gle Byl il 0T Jol> A
sy (o
Lea (Ctrl + Shift) Lo liie Sle dasunlly L3 don¥1 LU1 J) LLES yd5e Jon A
Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.

Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o M D

Do not bother yourself if you made a mistake to avoid making more
mistakes.

Exercise NO. (217) (! da sl pudlosad | 1oy
sl o iloloe syl Loyl s fgll Slacadl 2 opiye 7 X 8 = 56 ilenll s

ESED
Type the following ( 7 x 8 = 56 ) twice:
7x8=56 7x8=56
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Exercise NO. (218) (yiid! dad s Halild! ol yubild
lslas gui Lo, as Il ylacadl 2 x5y 975 — 453 = 522 leall Lbiss 5,55
1Y dlead! o

Type the following (975 — 453 = 522 ) twice:
975 -453 =522 975-453 =522

Exercise No. (219) (! da sl aur il iyl
trms b onyf Lm )5 gl plaadl 2 cniye 430 + 291 = 721 dleadl Cass!
rlodball e sl 91 QBT 1 ) plawsdll Lliss 5| yEs3 s 653 15 duleadl

Type the following ( 430 + 291 = 721 ) twice:
430+291 =721 430+291 =721

Exercise No. (220) (i dad 9 pdiad| oyl
O llane i Lem )5 am sl plaadl 2 03,0900 / 9 = 100 dbaatl e

renledlall Lle ol 1 @3T8 o ) e Hliss a3 pe 6,5 Y1y duleadl
Type the following (900 /9 = 100 ) twice:
900/9=100 900/9=100

Exercise No. (221) (yeid dad g sdiatf g Sabad | oyl
el s lslans oy Ll am Il ylaadl 2 cniye 572 = 25 ileall (onss
rledladl Lo sl V1 @315 o ] lan¥l Bliss 5l y2a3 ps 53315

Type the following ( 572 = 25) twice:
52 =25 5"2=25

Exercise NO. (222) (! dad 9yl g okl oyl
sl s ilolae pyi Lol s lgll ylacadl 2 o500 5>3 & 4<T7 ileall s
reladall Lle pulo¥1 @315 o 1 lans¥ Llis 1,55 pa 3315
Type the following ( 5>3 & 4<7 ) twice:
553 & 4<7 5>3 & 4<7
Exercise No. (223) (niid dad (9 pdiat ) 9 S oyl
(15%4)/(2%3)=60/6= 10 ieall sl

Type the following ((15x4)/(2x3)=60/6=10)
(15x4)/(2x3)=60/6=10
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Exercise NO. (224) (i dad 9 pdiad! g ol o1 oyl
sl r ilolae gl Loyl as il ylacadl 2 0x5ye 14+ 1/2 ibeall o

NIESP
Type the following ( 1/4 + 1/2 ) twice:
1/4+1/2 1/4+1/2
Exercise NO. (225) (idf dad (9 pdiad| 9 ol | o yubeid
(63/3)+(9x10)=21+90=111 slel cassl
(63/3)+(9x10)=21+90=111

Exercise No. (226) lidf da (9 pdiad| g o bad | oyl

Type the following (100 $ = 100 $ = 375 SR i leatl sl
375 SR

100 $=375 SR
Exercise NO. (227) (plidf dad 9 piad| 9 bl | iyl
ool el 2 el e e NYONH Coss!
Type the following ( h%h# ) six times:
h%h# h%h# h%h# h%h# h%h# ho%h#
Exercise NO. (228) (i dad g pdiad| g (ol oyl
sl r iloloe syl Loyl s lodl ylacadl 2 o550 25% OF 60 is 15 Cass
NIES(P
Type the following ( 25% of 60 is 15 ) twice:
25% of 60 is 15 25% of 60 is 15
Exercise No. (229) (i dad (9 sl 9 auwleld| o yuleld
oy lslns gl Loyl s gl Sl 203,219 * 6 = 114 ideatl Cassl
Yy el

Type the following (19 * 6 = 114 ) twice:
19*6=114 19*6=114
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Exercise NO. (230) {peid! dad e S oyt
What! You slept only 3 hours last night! Why? <
Type the following: What! You slept only 3 hours last night! Why?

What! You slept only 3 hours last night! Why?
Exercise NO. (231) (ytd! sad G9mi L1 9 Sakont | ooyl
My new E-mail is aaaa@GOTEVOT.edu.sa o<
My new E-mail is aaaa@tvtc.gov.sa

Exercise No. (232) (yld! dad ;9o 3Kt g I oyl
Who told you that? ilesd! Cassl

Type the following: Who told you that?
Who told you that?

Sl ot C3 ) S e Al 3y i K i) i) Jo i o ) e @

pacy Sl gyl ] b sl ade oYl el 3l e oyl IS4k Y,
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iyl ¥ Conalonl il i gl 2 colodhall i Goliss | A
L, &%@

feycallig ol adall ielde 2 ot sl oVl alusn ol | )
it
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Bp LaSy el Al play A4 Adlid) yoguad DS : duwdld | 3k |

salall @dat
Tyl bl dgl Ll LLendl 2 Joudll Lle wlyyad ] samsll ol Coug
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ol g tlamd X1 1 o sl (4 | Jagm
sl 1 Bl 2 Gyyalos] Alen 5f el 3553 0T a3y Luye L 3 Lookie
ey eyl (Shift) Flise po (AlD) Flide Jle cia¥ly daically cliy clisngs
o1 ¥l Calad) miilie o Gayrdid! (93 Buleall oy Juseill (i Luasdl cllas Yl
Gl =il Gle deadl sla jamt Lelai¥l Gaey oSt cmolall dagl e el

elatl i od (e ¥ Colad) 20 (giulaa ¥ I Jagmmidly ¥l Colandly
Gty Guewdl g po pussally (Gialad ¥ J el (e padll disd S Less
30l (Shift) Zlias ae (CHrD) Flide Sle 5wy darially sl Jenss Llial|
¢ L b A o g DS s g &yt
5502 20 98 conlodl milie Aol le Llsall 2 Aol ailhlas ] (e oyl ]
S daud oy el 20 bl Joly Llssl depw 20 dlles iy ooyl
tie peadl ol 32,0
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25 el Lol 33l das e Uy cllgion Lo say sigall amill
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iy Ao 2 Uaddl o 6T clmgmis lalss yiie Leble Gbls Lls J< @
e pdl Gl e s ailelS S dc das
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Al Zlide L) orienely It Lo iy Ladle B 5 el oyl Cvumy @
(ool plide el
saxly Ll ENtEr gyl 7lis e dazall aay @
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dae oy meabpdl agael Y
leis ,inl Ca,adl sucy eilales

e dde Jl psSll g oy
sisall clelentl sue clilaad

AaL A LIS Ay (ohe Ol
Speed typing Exercises ( Arabic & English )
o jaas b Dl clldy cdals| Lyl 5T dppe posad HLos |
ST saliaa T 9T oY adlgay il pandly cMally Casalles
: Q)
il Lol uls ! )
e aie wollas ¥l ol cibad ) Linys ol yla o Jasd Yo el oye Ll 5 .Y
b ¥ Bl iy s paisel) sVl Cayadl sl LY
lalgls 1aleall oyt .8
allall (8l o pad o da 3emd Y1 Cas e Leileae ) claslsl ael .0
Jslomd ¥ cUAd ccayaidl Ao 5y w0135 ae a0 de pall (e Crias Gsins Coyin J=T 1
Ao de il (esa3 ¥ s U aedall (gl Holamy ¥ Ly Ll 261 Y
ylaa i e Bl ol
iy do i 2533 (1 B yadl s y3 ps dusly 3ty e Chg ol oyl o Jol> Y
lwdy (g
sl alasicly GBUas el Jolod ¥ A
(Ctrl + Shift) j>luas Lo dad call L5V LaU1 JI Llenll y S5 o A

z
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Instructions :

1.

a &~ DN

Sit opposite the keyboard correctly.

Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.

Try to think about the correct positions of each key.

Do not bother yourself if you made a mistake to avoid making more
mistakes.

Exercise NO. (233) (ulidf dad (gt 9 S oyl
2abil] culedtall Lie | e LIGI B3 Cass|

Type the following:

035m0y ol e 10 15855t Uiy Eal @es il cliiiss) } s 4lll g3

{ s Rstle (15000

Allah says in the Qur'an: Thus have We made of you an
Ummah justly balanced. That you might be witnesses over the
nations, and the Messenger a witness over yourselves;

Exercise NO. (234) {yeid! dad 9mi S g audf o oyt

i il 1 Ead pe 35055y 2 dalizl] cledball Lie|ye 1l Lkl (o

:Qéjj\ggli:s

A Kid was perched up on the top of a house, and looking down
saw a Wolf passing under him Immediately he began to revile
and attack his enemy. "Murderer and thief," he cried, "what do
you here near honest folks' houses? How dare you make an
appearance where your vile deeds are known?" "Curse away,
my young friend," said the Wolf.."It is easy to be brave from a

safe distance .
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Exercise NO. (235) (ylidf dad 953 S g wolskd | it yulild

e 353 yhe 2 Wil clodlall Lelye LI Adadll oo daidaiod Lo oo
(gl gty i hligall ) peas

There are very few people in our culture today who do not find it
necessary to work in order to make a living. It has been said that
work is a measure of civilization; that it is the foundation of
human existence. If you reflect for a mount, you will realize that
there would be no progress without work. Without work, we
would not have the comfort or have goods which are provided by
our.
Work produces the wealth of a country. Many of us think of
money as wealth. Wealth, however, includes all the useful goods
made by the people while money is only a medium by which the
goods people make are exchanged. Although it is quite true that
the value of life cannot be judged entirely on the basis of material
things, we could not obtain progress without them. All of us must
work in life to obtain wealth.

Exercise NO. (236) (yod! dad go3 St g (yud s oy
s 5l yEmll e 3533 e 2 Zainll ciledlall Lie e LI dakadll Cass|
sl
Type the following in ten minutes:
igay Sty seld Wlia Oles (lhulall cnly cuea VI Ly (e L alT J2
AYO ale 2 (gylyude AT pual ¥ glma suay ald (uliya o ulie ey elas utigay
Lefoma il Gulus selie Loniione Liday3 2 o enll palondl B3lie el e, a3
e 3eLaal] cullBy iy o il ¢y salalln oy 51 AL 1 ¢ipnlin @15 e i
Tor Gyl 02 (e gydhg " igdlil ol duecd O e Lo Ligsma dlogus de yu
i) sl e lssle pogdaty ald Lale V+ 0 yae s cam AVO ple 29 cdlaien
PLisyl 13yl oia Jmy 3,00 ok i e e 381 531 5 pn gl 5 5l
e <03 Ly iy Moy 11 e dadcw gt ¢ 3518 4 e 30l 1S5l Yoy Jle

Aomgzmin Ayl dogi ) (e Emc 55 oSl M) leall LY gy aue
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Exercise NO. (237) (il dag gDt g bt oyl
eBll et S el e B33 (ued 2 Labinll caledlall Lielpe 1 sl
Type the following in five minutes:

"People who live in glass houses shouldn't throw stones."

Exercise No. (238) (lidf dad (gt 9 polildf oyl
it 5l pEmll e 333 e 2 Aall cledlall Lie e I dakazll Cass|
1@l
Type the following in 10 minutes:
The modern cheque comes from the Arabic saqq, a written
vow to pay for goods when they were delivered, to avoid

money having to be transported across dangerous terrain. In
the 9th century, a Muslim businessman could cash a cheque in

China drawn on his bank in Baghdad.

Exercise NO. (239) Juiid! das (eIl g auwlid! oyl
s 5l yEmill e 3533 e D Aaill cledlall Lie e 0 dakadll Cass|
1@l
Type the following in ten minutes:

e oy ¢ el Loyl dalesdl e o V12 eai 1,40 "Cheque” il
d‘jﬁy“.}bd&s\_&m L;ga\.éfdéﬂlj ct‘.u.d‘ ;‘J.&st._xil.ue ‘—’5:‘5-"&.,‘-‘43&:'
eleall Jlae ¥l oy Lo e sl 0201 38 3 ylasdl 3bliall Lo a3
alads 2. 8 pal cll Aol cnuall 2. plun O podati
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Exercise NO. (240) (il das geady i oyl
s 5l pEml e 333 e 2 Aalll cledlall Lie e 0 dakazll Cassl
SO
Type the following in ten minutes:

Lo Jul Olssy chgyso (y ¥ o) oeleall clale (o sl J1B ydie palidl 0,301 2
U3 Ol (o) ¥ e saume L e Gagae o95a3 Lo Ledls Guaddl o “aja ol JL
ale 00 G Al @l lils Cadnen, o L3

oo dagmme Vgunn poaalil] 03l a8 o 30 prabual] prsalall cblas cilss Ja
ey ABy Adadd Jlaglss Vo laall dagsdl (s (JBT 59 [faglen £, O £ ogonyd
Ldles VIR ale 2 gl ua Y s V15,55l Loy et ¥) @ Lt

Exercise NO. (241) (ulds dad joasyi1g galat | oyl
s i |yl e BB ued 2 Aalinll ledlall Liel e LU Aaladll Cassl
Lol
Type the following in five minutes:

"People who live in glass houses shouldn't throw stones."

Exercise NO. (242) (uiid das 35y %19 (I oyl

Bl i Sl el e 5183 e 2 Litinll caledlall Lie e 1 Cassl
Type the following in tin minutes:

Aphorism is a brief saying embodying a moral, a concise statement of
a principle or precept given in pointed words .
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Exercise NO. (243) (i dad beasy1g EILL ooyt
http://saaid.net/Doat/yahia/48.htm Lsisall s pBsa coe WAL 12a

s 5yl e 3B e 2 Aalinll ciledlall Lielye LI dabadll Cassl

SO
Type the following in ten minutes:

A iyt Y oaomg alll W) ) Y o tgdly condUall Jle 1 olgae Yy condlall (y all cas!
e s e @laag alll Lo ¥l Boleall gy oiie Toams o sy ccnmdloa 9
paa Lol il ag JI ol by @ (g ol Gle g codomadl a0l dimis g 4
LS syt G el (o Sty caibolyg 3,0l (el oslie e Bali Shey Jor alil oo
glad Leyy pulill sl opsaty cLgun gl laly «Lobado sl y ¢ Lgule y 3o Lale i 2.5
ol O a0 ey < OLilall 2 oginns 2y ialy cogey I Igslal® Laaadl ulls e
{ss=adl golie e Juldg} + Jlaiy dilomins Joiid coaill g L 89 <Ahuaad| ola
Jodg (VY 2l e W {, sl i wa,iel aad Vb : Jladg dilemi s JgBag (VY L]
oy iEm ol LB CITY GLaat 15550 i Jo ) LT aommy Loy} ¢ JLady dilmaes
Lol cply 5 il sy dns (3 g pee JUB caalily 5l @31 59 ¢ laidl g1« ol
Py saé (e ey @la e
OTrall eadi 1 (Lol Yy Lalalin Jo claysn iy ¥ @aill spoma 16T {jsasa] 14y
L) 18 qulaall
LS el 5alacs dog y i
Emd dule alll @ail 13 cyee cuadl gy o -
oo Sl I3y -Y
oLis 2 dada Ladle g caall salaws Olgie BN HeaWloia Lo « yasial CAaT I3y -Y
M BLIYT 28 ro a3l waall ol ¢ o Leie e ity Vs col s
LT B e e say Emill Landdy come le Caslyn Lot alll qais
L Les calyie ¥l -)
Dol Ly sl -
opadipn ¢ Layend 0ao Glls Jad Dlo ¢ Lgdasag Lgawag Leudg 3lis j0 2 Lgdypns -Y
Layemis2
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LY H1s oy Lol 532 G G 45T eugandl ju 31 et all) agas ey
Geall Ggim i oslaue oty JLai allls Slae sl @l caimd olaie¥l
LS el Gl ¢ aailly peeall GRallg (ol A 2 iall oy cilualls

9ol daze il e yuddl Gus )

Ssemill e olalll umy =Y

cog—ig paddl ey ¢ lall By ¢ @il diaddl e pole ol sy Y
dis 2 Lisdl e il ¢ a Legs ! 4 ald 130 B les ¥ ola Gl juall 5o

iy o e dilmecs alll oo < Lygma 05, £all Jlany ciubae Ll claiaaly (inia
Gomall Jilsll T apsue aall Gle L all Glo caisgue g optn omiand oDl Laily sl

LB as
il e o dame 3l s e @y lisTy cculolaall €03 dianis o1 4l aeslly

el ags 10,31 Bl dad (g dolmioly AT e g

Exercise NO. (244) (il dag jeady¥ 19 adl o) oyl
c2abiel] culedadl Lie | e LG dalazll Cass
Type the following:

lews dgle alll Lo alll Jgany o) die alll sy g (o dompmis 2 ls ala¥l (555
oy 03 i Ll 1B 50 Lals ol 4 plEmg «@mlid oles feid dlla L) 113
aly Al 3] aBiyle 2 lens cdelay Lodle 4] Guad ol dalel Ledle ] Eonsl
T 13 ] by coal Il pe oLl 37 13] L (i ls 4adles pocss aul] cais
130y Lol i s 58 o Liadl s 1301 JLEd ccanlyll JI el L gy Ll
Corn 4B dagae Ll e (ST (Ui o Laind ol G 5 Jad cllal ol
Ohes o well s JLas Ly 23 Ts  Junal cnl Il ol Jundl Lol ele agull s JLE3 ¢ ol
Lotz Laleys «ulill ey i Goladl o2 J3Ls yonLiall el ra ] comf ol
A3 e Jundl gl il i T coaly il JLEs copinls cnlyll St «uldl ey
eV gy A Ol g (e Jus Db el le Sl clily )T Le e pal e g
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Less dd] Galomd U] 5Ta calll oladn callly pals (stladia alll ciges dllly cial cif ola
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(e Tl 4t Jlad ¢ DIl e md (@Al le I i doitas Jho old o250 calll by
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e gl i s el smd ccanlll Gl U G diig e el o231 calll Lady
s (5 colid g By i 4B ad day 3yde 2 HLaill pgs laill lead ¢ ols (sl
i A Al Ay (5 yde 2 LAl s gd (e (el e gyl il Juad ccl gl
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il e g lassile (clh Loy eguiass aglil s Jlas 4 Igualis cogalbla Vg ais (e
Jlad calll qgilacs: 5 (il iof Jad Lo Ul JLab callll J) e clog ¢ 153 )30
o 2 el pai B 58 Lag JLB v A yal Le Jadh O BLEy et ] rellell
03 cousall gD B gl g o3 (LSS (e Legas 13 63l e sty <l
o 2 Ll ez (D GlTs clad 1] Gl eyl @8 (@Ml oy il ez g
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Exercise NO. (245) (i dad jaady¥ g quolskt | oyl
Type the il tl cledlall Luel po 2l Zabaall (s
following:

The Arab calendar is a lunar calendar. The 12 months are:
Muharram . = (30 days)

Safar ,:. (29 days)

Rabi'a al-Awal J,¥1 v, (30 days)

Rabi‘a ath-Thani it 0, (29 days)
Jumada al-Ula 31 ¢sles (30 days)
Jamada Ath-Thaniya st sl (29 days)
Rajab ., (30 days)

Sha'aban L. (29 days)

Ramadan ,Lxs, (30 days)

Shawwal 1.z (29 days)

Dhul Qa'dah ..zt 93 (30 days)

Dhul Hijjah i==J1 43 (29 days: 30 days in a leap year)

The seven days of the week are:
As-Sabt ...t (Saturday)

Al-Ahad .-¥1 (Sunday)
Al-Athnain .3y (Monday)
Ath-Thulatha -t (Tuesday)
Al-Arbia . L. ,¥1 (Wednesday)
Al-Khamees _,...>1 (Thursday)
Al-Juma it (Friday)

The time throughout the Kingdom of Saudi Arabia is Greenwich
Meantime plus 3 hours.

155



(ulad | eilin Ao gt ) canrlaad| OLdad » ZALILY gty eeeialt kel 3yla !

Exercise NO. (246) (bid! dag (190 y ¥ 19 pudlad | oyl
bl sladlall Le |y e LI60 fadasll Cocsl
Type the following:

Traditional Saudi dress/clothing:

MALE DRESS
THOBE (w44 : The traditional clothing for men is the Thobe, a loose,

long-sleeved, ankle-length garment. Thobes worn in summer are
generally white and made of cotton. Thobes worn in winter are

generally darker in color and made of wool.
TAGIYAH (it - The Tagiyah is a white knitted skull cap

GHUTRA G, - The Ghutra is a square scarf, made of cotton or silk,

which is worn folded across the head over the Tagiyah. The end of the
scarf can be draped across the face as protection in the event of

sandstorms.
AGAL (st - The Agal is a thick, doubled, black cord which is worn
on top of the Ghutra to hold it in place.

FEMALE DRESS
THOBE (w44 : Women wear the Thobe - a loose, long-sleeved,

ankle-length garment, but, for women, the neck and front can be
embroidered and decorated with beads.

ABAYA (Lst) . The Abaya is a large, black cloak, worn either loose

and flowing or wrapped around the body. The Abaya is generally
made of silk or synthetic cloth.

BOSHIYA (.54 : The Boshiya is a black veil, light in weight, worn
across the lower part of the face.

SURWAL (J1s,.) : The Surwal are cotton or silk trousers worn by
women under the Thob.
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Exercise NO. (247) (yeid! dad 9y ¥ 19 At baad| oyl
bl aladlall Le |y e £000 fadasll Cassl
Type the following:

P - 20 -~

b yacsg daiacu 39 cc\.a.\:-k_g,\.\.iuga.jm iyl szui;\.c_;u.a 39 Las
A/ giayill prymman) geamio] GBI (yean T alll oLz} ayay o]

u:;:éaéc\)}h_‘_\_m\.@uj ‘_;&\Mm [eadl azbly dmmin g @Solandl g
55305 e oo LR Lets o Lglty ¢ 50 lllie 1 Lglanly (1) Les

Exercise NO. (248) {yid dad 9y ¥ 19 HOLL| ekl
4l l) esladlall Lielye LG fadasll Cassl
Type the following:

z -

0539 (o Ly 3Ll Caale Lo T (LA e 5503 il clalay gl
ALy csaledlly Coill 2 ctiaa Witaly el i slagll cule L
GUTly ¢ ially 2401 2 st oy cacailly Loyl 2 (oMY deles
ATy o Linall sy L1 Gy (dadB ¥ e 553 clilaly <aan ¥ Legad
(LAY ) Byadly cearEall clexy I il s GUTLTy cmsll Day Gaaadl 35

a\Mu»‘jcuMY‘MwMJMJ‘4M onﬁm;‘).ca).mu.ﬂ

LENW/) ol ) GV dmmin g @bl ol 5] - opaiga
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Exercise NO. (249) (! da 90y ¥ 19 awleld| oyl
bl aladlall Le |y e £000 fadasll Cossl
Type the following:

Don't Complain, be Patient

Khabbaab ibn al-Aratt (may Allaah be pleased with
him) said: "We complained to the Messenger of Allaah
(peace and blessings of Allaah be upon him) when he
was reclining on his cloak in the shade of the Ka'bah.
We said to him: "Why do you not ask Allaah to help us
(grant us victory)? Why do you not pray to Allaah for
us?" He said, "A man from the people before you would
be placed in a hole dug for him, then they would bring a
saw and cut his head in two, yet that would not make
him renounce his faith. They would use an iron comb to
drag the flesh and nerves from his bones, yet that would
not make him renounce his faith. By Allaah, this matter
will be completed (i.e. Islam will be perfected and will
prevail) until a rider travelling from Sana' to Hadramawt
will fear nobody but Allaah or the attack of a wolf on
his sheep, but you are too impatient." Source: Sahih
Bukhari.

The conditions of Muslims may go up and down but
Islam will always remain on top. We should never lose
hope even during the most difficult times as Allah is
always in control. Surely, Allah helps those who are
patient.
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Exercise No. (250) (ylidf dad ygunask! | oyl
2abied] culedtall Lie | e 2B Gadasl| Cossl
Type the following:

olewy dale alll s dlll Jsay Ol : Logia alll iy alll sae 0 il JL2
o 130 s 9B QTN pe 5 ygeall Lialay Las Lglen 50a¥1 25 LV Lila)
BT ¥y s el e ilaall cllind oy cllaly ccliuds ethuzindy cclole
g - ¥ 12 O alal B of @l cgidll A3e iy (lel Yy alaig

A oyaBlsdla Ty dlale 115 i g el Ldley Silasy s 2 L - dinl>
iilany s B i 5l 10 Ol S oly ca bl @ oy
I ISy e i ynly e dayols . alaTy alale 113 5T g el Lble
O LU/A glmdlolg) " syl @ Ol Eo

Exercise NO. (251) (il dad guuack! 19 SaLoet | oyl
2abiel] culedball Lie | e LB Gadasll Cossl
Type the following:

Ly als CAT Y A Y 3 T @bl 5Lasiea¥ e lowy dale alll s 12
Saals oo el £ aly clicais el £ gl ccialaica Lo el gy ilge Lle Ll et
e o Lgald 3] ¢ Caais Lo 5 (e sl Dgal (T W) gl 5280 Y dila ]
e gy cra Cad st O Lald 13]g Ll JaT e i o Ll clins cucd
(gé)\m.” 0‘3)) Aliqd
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Exercise NO. (252) (yid! dad yguuaiid |9 o3l oyl
2abied] culedball Lie | e LB Galasl| Cossl
Type the following:
L2 g Ganll sy (ol y Jimaly Jewially somally cGyandly ol om il 5T 3l
Sk lling, udly cclalya e Aim Liinl Ggll’ (G bl olg) .l !
AT oyl mamio) (peus Ea Wl g
Exercise NO. (253) (yoidf da &guunest 19 SILL o yubild
2abiel] caledbladl Lie | e LG Zalazl| Cass
Type the following:
e alll s il Sl My 0 Logie dlil sy olall ¢ 5 ae o0 alll e ope
"3 @ (g iy (o e el Ty ¢ aladall @akad” 1 1B $ps aSe¥l (5Tl
Y s elong dgle )l Gl all) Jguny JB 1B die alll a3 p0p ol 09 cdle (Bate
ogailad 3] £ d J) @Sl T YT clgnlod i 15ia 53 Wy I5la st i Ll 15155
il T e dlll sy 55058 ol ey celis ol "pmia aDleall 15T (@inlod
Coradiy el 3y 14 le el (ol uad " 1B @l aule alll Lo
al oy die g cale Bae 33Ladl Lty ol aliey c3sendl Aylaly alolall
ol 4l 13] s leadl e @laall 3o 1 J3 € el dule alll Lo il (e die
I50g diadid dlll amd alae 139 domenild cloaaiionl 3]y cdunisd clles 13y cdule
(olis olgy "dasla el 13]g codad (o ye
Exercise NO. (254) (pldf dad (y guaaskd 19 21y | oty
Labit ] esladlall Licl o LI Laladll Cossl
Type the following:
el JT(Gle s coudl ) Gle calio e dame JT ey dlams e Jio glll
el i) Gle EE3l Lt dama JT ey e e Gl gl <D Dpes il
sems e S @l [YYA/A (o lmadl o] "ima Dien ] ] JT (e s
Leso diydg dnlgdly sama e ;‘9% feal ol JT e colio Less 4i)hy anls3s
Dva/A golmdlol] "iume Suam Gl el ol JT e sl
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Exercise NO. (255) (pld ! (guunasid 19 ualiid | oyl
bl sladlall Le |y e LI60 fadasll Cocsl

Type the following:
5 ety ol all Dl 1B 0y yal ol5T 13] elaay dule alll Ll oyles

ns s

i il e e all S 1B Ka ey sl o7 3]y < Elallal

(Y1 /¢ galodl pruess)

Exercise NO. (256) ¢y uad (guiwastd 19 qudlocad| (o yubeld |
2al ] cLadadl L ye el yo a8 1 sl
Type the following in three times:

g Y yag (Caan oimms ¢ sl g UL A (A il i Y Siie g alll Wl Al Y

(VOV/Y (glayill pruman) Gy 5313 N IV PRVER [ Per

Exercise NO. (257) (! diad gunasi! {9 abuad | oty

Aalie ] aledall el o ol o ydie I Cassl
Type the following in ten times:

WhiE ALYy i V]I Yy (e 3] S Y Gl
Syl o 3 A e Al 35 e o0 geslill ) Jo oy o oyl Je @

il Q) 7 5l e o Ayl dioll padl C3 ) e oyl JST e Y
Aol padl 3l SV ey S
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