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CHAPTER - 1: OPERATING SYSTEM WINDOWS 7

(1) Which key is considered the “anchor” for the left hand on
the home row?

(B) J
(C) D (D) S

(2) Which finger is responsible for pressing the ‘Spacebar’?
(A) Index finger (B) Middle finger
(C) Thumb (D) Pinky

(3) In touch typing, your eyes should be primarily focused on:

(A) The keyboard

((B) The screen or source textj

(C) Your fingers (D) The mouse

(4)  Which of these is NOT a Home Row key for the right hand?

(A) J (B K
© L

(5) The "bumps" on a standard QWERTY keyboard are found
on which two keys?

(A) Aand L (B) Fand]
(C) Gand H (D) Sand K

(6) Which finger is used to type the letter ‘P*?
(A) Right Ring finger  ( (B) Right Pinky )
(C) Left Pinky (D) Right Index

(7) To type a capital letter on the left side of the keyboard,
which Shift key should you use?

(A) Left Shift ((B) Right Shift )
(C) Caps Lock (D) Either Shift

(8) Which finger types the ‘Enter’ key?
( (A) Right Pinky ) (B) Right Thumb
(C) Right Middle finger (D) Left Pinky

9

(10)

(11)

(12)

(13)

(14)

(15)

The ‘Home Row’ is located in which part of the keyboard?
(A) Top row (B) Bottom row
((©) Middie row )

(D) Numeric keypad

What is the primary goal of touch typing?
(A) To look cool

[ (B) To type without looking at the keys )
(C) To use only two fingers

(D) To press keys as hard as possible

Which finger types the letter ‘B’?
(A) Left Index
(B) Right Index

[ (C) Both A and B (depending on style) }
(D) Left Thumb

Which finger is used for the ‘A’ key?
((A) Left Pinky ) (B) Left Ring finger
(C) Left Middle finger (D) Left Index

Which finger is used for the ‘K’ key?
(A) Right Index ((B) Right Middle finger )
(C) Right Ring finger (D) Left Middle finger

What is the finger used for the ‘Q’ key?
(A) Left Ring ( (B) Left Pinky )
(C) Left Index (D) Left Middle

Which finger is used for the ‘M’ key?
((A) Right Index) (B) Right Middle
(C) Right Ring (D) Left Index

(1)
\U

(16) Which key is directly to the left of 'F'?
A G (B) D
©€) S (D) R
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Which key is directly to the right of <J°?

(26)

27

(28)

29)

(30)

(31

(32)

33)

(34)

Which finger is used for the ‘Z’ key?
((A) Left Pinky ) (B) Left Ring
(C) Left Middle (D) Left Index

Which finger is used for the ‘X’ key?
(A) Left Pinky ((B) LeftRing )
(C) Left Middle (D) Left Index

Which finger is used for the ‘C’ key?
(A) Left Pinky (B) Left Ring
((C) Left Middle ) (D) Left Index

Which finger is used for the ‘V’ key?
(A) Left Pinky (B) Left Ring
(C) Left Middle ( (D) Left Index )

Which finger is used for the ‘N’ key?
((A) Right Index ) (B) Right Middle
(C) Right Ring (D) Left Index

Which finger is used for the ‘O’ key?

((A) Right Ring ) (B) Right Pinky
(C) Right Middle (D) Left Ring

Which finger is used for the ‘I’ key?
(A) Right Index ((B) Right Middle )
(C) Right Ring (D) Left Index

Which finger is used for the ‘U’ key?
((A) Right Index ) (B) Right Middle
(C) Right Ring (D) Left Index

Which finger is used for the Y’ key?
((A) Right Index (B) Right Middle
(C) Right Ring (D) Left Index

(A) H (B) K
(C) L (D) M
(18) Which finger types the number ‘1’ on the top row?
((A) Left Pinky ) (B) Left Ring
(C) Left Index (D) Right Pinky
(19) Which finger types the number “0°?
(A) Right Ring ( (B) Right Pinky ]
(C) Left Pinky (D) Right Index
(20) Which finger is used for the ‘Backspace’ key?
(A) Right Middle (B) Right Ring
((C) Right Pinky ) (D) Right Thumb
(21) The ‘%’ (Semicolon) key is typed by which finger?
((A) Right Pinky ) (B) Right Ring
(C) Right Middle (D) Left Pinky
(22) Which key is above ‘D’?
A) W (B) E
(C) R (D) S
(23) Which key is below 'K'?
(A) M ((B) , (Comma))
(C) . (Period) (D) L
(24) To type the symbol ‘@’, you must hold Shift and press:
@ 1
© 3 D) 4
(25) To type the symbol ‘", you must hold Shift and press:
(A) 1 (B) 0
<€ 9 (D) 5
(3)
e

P
\&/




(35) Which finger is used for the “T” key?

((A) Left Index ) (B) Left Middle
(C) Left Ring (D) Right Index
(36) Which finger is used for the ‘R’ key?
((A) Left Index ) (B) Left Middle
(C) Left Ring (D) Left Pinky
(37) Which finger is used for the ‘E’ key?
(A) Left Index ( (B) Left Middle )
(C) Left Ring (D) Left Pinky

(38) Which finger is used for the ‘W’ key?
(A) Left Index (B) Left Middle
((©) LeftRing ) (D) Left Pinky

(39) Which finger is used for the *S’ key?

(A) Left Index (B) Left Middle
((C) LeftRing ) (D) Left Pinky
(40) Which finger is used for the ‘D’ key?
(A) Left Index ((B) Left Middle )
(C) Left Ring (D) Right Middle
(41) Which finger is used for the ‘G’ key?
((A) Left Index ) (B) Left Middle
(C) Left Ring (D) Right Index
(42) Which finger is used for the ‘H’ key?
((A) Right Index ) (B) Right Middle
(C) Right Ring (D) Left Index
(43) Which finger is used for the ‘L’ key?
(A) Right Index (B) Right Middle
( (©) Right Ring | (D) Right Pinky

(44)

(45)

(46)

47)

(48)

(49)

(50)

(51)

(52)

Which finger is used for the *.” (Period) key?

((A) Right Ring ) (B) Right Pinky
(C) Right Middle (D) Left Ring
Which finger is used for the *;” (Comma) key?
((A) Right Middle ) (B) Right Ring
(C) Right Pinky (D) Left Middle
Which finger is used for the ¢/ (Slash) key?
((A) Right Pinky | (B) Right Ring
(C) Right Middle (D) Left Pinky
The ‘Caps Lock’ key is usually operated by which finger?
((A) Left Pinky ) (B) Left Ring
(C) Left Index (D) Right Pinky
The “Tab’ key is usually operated by which finger?
((A) Left Pinky ) (B) Left Ring
(C) Left Index (D) Left Middle
Which key is to the left of ‘A’?
(A) 8 ( (B) Caps Lock )
(C) Shift (D) Tab
Which key is to the right of ‘L’?
A) K
() « (D) P
Which finger types the number ‘5'?
((A) LeftIndex ) (B) Left Middle

(C) Right Index (D) Right Middle

Which finger types the number ‘6’?
(A) Right Index (B) Left Index
(C) Right Middle ((D) Both A and B are common )
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(53) Which finger types the number ‘2°?

((A) LeftRing ) (B) Left Middle
(C) Left Pinky (D) Right Ring
(54) Which finger types the number ‘9’2
((A) Right Ring ) (B) Right Pinky
(C) Right Middle (D) Left Ring
(55) Which finger types the number “8°?
[ (A) Right Middle ] (B) Right Ring
(C) Right Index (D) Left Middle
(56) Which finger types the number *7°?
((A) Right Index ) (B) Right Middle
(C) Left Index (D) Right Ring
(57) Which finger types the number ‘4’?
((A) Left Index ) (B) Left Middle
(C) Left Ring (D) Right Index
(58) Which finger types the number ‘3’?
(((A) Left Middle ) (B) Left Ring
(C) Left Index (D) Right Middle
(59) The “Alt’ key is usually pressed with the:
(A) Thumb (B) Index finger
(C) Pinky (D) Middle finger
(60) The ‘Ctrl’ (Control) key is usually pressed with the:
(A) Pinky (B) Thumb
(C) Index finger (D) Middle finger
(61) How many keys are on a standard home row
(including G and H)?
(A) 8 (B) 10
(C) 12 (D)9

(62) Proper typing technique involves keeping wrists:
((A) Flat and slightly elevated )
(B) Resting heavily on the desk
(C) Bent at a 45-degree angle
(D) Crossing each other

(63) The standard keyboard layout is called:

(A) DVORAK ( (B) QWERTY )

(C) AZERTY (D) COLEMAK
(64) Which of these is an alternative keyboard layout to

QWERTY?

(A) ASDFGH ( (B DVORAK )

(C) ZXCVBN (D) POIUYT

(65) What does WPM stand for?
[ (A) Words Per Minute ] (B) Works Per Minute
(C) Words Per Method (D) Windows Per Minute

(66) What does GWPM stand for?
[ (A) Gross Words Per Minute )
(B) General Words Per Minute
(C) Great Words Per Minute
(D) Global Words Per Minute

(67) What does NWPM stand for?
(A) New Words Per Minute
( (B) Net Words Per Minute )
(C) Next Words Per Minute
(D) Normal Words Per Minute

(68) How is Net WPM calculated?
((A) Gross WPM - Errors ) (B) Gross WPM + Errors
(C) Gross WPM / Time (D) Errors/Time

(7)
L/
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(69) In a typing test, a “word” is generally considered to be how
many characters long?

[(B) 5 characters ]
(D) 10 characters

(A) 3 characters
(C) 7 characters

(70) If you type 200 characters in 1 minute, what is your WPM?

(A) 20 WPM (B) 40 WPM )

(C) 50 WPM (D) 100 WPM

(71) At what angle should your elbows be while typing?
(A) 45 degrees ( (B) 90 degrees )
(C) 180 degrees (D) 0 degrees

(72) Your feet should be:
[ (A) Flat on the floor ]
(B) Tucked under the chair
(C) Crossed
(D) On the desk

(73) The top of your monitor should be:
[ (A) At or slightly below eye level ]
(B) Above eye level
(C) At chest level
(D) At waist level

(74) 'To prevent strain, you should take a break every:
(A) 5 minutes ( (B 30-60 minutes )
(C) 4 hours (D) 10 hours

(75) What is Carpal Tunnel Syndrome?
(A) A type of keyboard
[ (B) A repetitive strain injury ]
(C) A typing software
(D) A computer virus

(76)

(77)

(78)

(79)

(80)

“Hunting and Pecking” refers to:
(A) Fast typing

( (B) Using only two fingers and looking at keys |
(C) Typing with your eyes closed

(D) Professional touch typing

The distance between your eyes and the monitor should be
roughly:
(A) 5inches ( (B) Anarm's length )
(C) 5 feet (D) 2 meters

Ergonomics is the study of:
(A) Computer hardware
(B) Software design

((C) Efficiency in the working environment ]
(D) Internet safety

A split keyboard is designed to reduce:
(A) Typing speed

[ (B) Ulnar deviation (wrist strain) ]
(C) Number of keys
(D) Cost

What should you do if you feel pain in your wrists while
typing?

(A) Type faster
[(B) Stop and rest ]

(C) Press keys harder

(D) Use more fingers

(9)
2/

(81) Which part of the body should remain “quiet” (move the least)
during touch typing?
(A) Fingers [ (B) Wrists and arms J
(C) Thumbs (D) Eyes
7o\
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(82) The keyboard should be:
( (A) Directly in frontof you ] (B) To the left side
(C) To the right side (D) On your lap

(83) Your back should be:
(A) Slouched
( (B) Straight and supported by the chair ]
(C) Leaning forward
(D) Twisted to the side

(84) The ‘Home Row’ helps in:
(A) Reducing errors
(B) Increasing speed
(C) Building muscle memory
( (D) All of the above )

(85) Mouse placement should be:
(A) On a different level than the keyboard
( (B) Close to the keyboard |
(C) Behind the monitor
(D) Under the desk

(86) Which finger is the weakest for most typists?

(A) Index (B) Middle
(C) Pinky (D) Thumb
(87) Sitting too close to the monitor can cause:
(A) Carpal Tannel ( (B) Eye strain ]
(C) Back pain (D) Better typing speed

(88) To keep the keyboard clean, you should use:
(A) Soap and water [ (B) Compressed air J
(C) A vacuum cleaner (D) Olive oil

(89) A “Mechanical Keyboard” is known for:
(A) Being silent
( (B) Using physical switches under keys j

(C) Having no keys
(D) Being made of wood

(90) Membrane keyboards are usually:
(A) Louder than mechanical
[ (B) Quieter and thinner ]
(C) Heavier
(D) Used only by gamers

(91) What is the “modifier key” used for shortcuts?

(A) Space

(C) Enter (D) Esc

(92) Accuracy is measured as:
(A) Speed/Time
( (B) (Correct words / Total words) * 100 )
(C) Total words /5
(D) Errors + Speed

(93) A perfect accuracy score is:

Py
O

(A) 50% (B) 90%
(C) 100% (D) 0%
(94) Which finger types the “Escape” (Esc) key?
((A) Left Pinky (B) Left Middle
(C) Right Pinky (D) Left Thumb
(95) When typing, your fingers should be:
(A) Flat ( (B) Curved like a claw )
(C) Perfectly vertical (D) Crossed
PN




(96) “Key rollover” refers to:
(A) A keyboard breaking
[ (B) The number of keys that can be pressed simultaneously]
(C) Rotating the keyboard
(D) Pressing Enter twice

(97) “Ghosting” in keyboards refers to:
[ (A) A key not registering when multiple keys are pressed )

(B) The keyboard typing on its own
(C) Keys disappearing from the board
(D) Typing too fast for the computer

(98) The most common typing error is:

((A) Transposition (swapping letters) )

(B) Skipping a whole page
(C) Breaking the keyboard
(D) Forgetting the alphabet

(99) Typing without looking at the keyboard is called:

(A) Blind typing ( (B) Touch typing )
(C) Sight typing (D) Speed typing
(100) Which finger is used for the “Windows” key?
( (A) Left Pinky ) (B) Left Thumb
(C) Left Ring (D) Left Index

(101) Which key is used to indent a paragraph?

A spe

(C) Enter (D) Shift

(102) Which key cancels a command?

) Enter

(C) Alt (D) Home

(103) Which key moves the cursor to the beginning of a line?

@ En

(C) Page Up (D) Insert

(104) Which key moves the cursor to the end of a line?

(A) Home (B) End

(C) Page Down (D) Delete
(105) ‘Page Up’ and ‘Page Down’ keys are used for:
( (A) Scrolling ] (B) Deleting text
(C) Changing font (D) Saving files

(106) The ‘Delete’ key removes characters to the:
(A) Left of the cursor [ (B) Right of the cursor ]
(C) Top of the cursor (D) Bottom of the cursor

(107) The ‘Backspace’ key removes characters to the:
[ (A) Left of the cursor ] (B) Right of the cursor
(C) Middle of the word (D) End of the document

(108) Which key toggles between inserting and overwriting text?

(4) Home

(C) Pause (D) Num Lock

(109) ‘Num Lock’ must be ON to use:
(A) The alphabet keys
( (B) The numeric keypad for numbers J
(C) The function keys
(D) The mouse

(110) “Print Screen’ (PrtSc) key is used for:
(A) Printing a document
( (B) Taking a screenshot )
(C) Turning off the monitor

(D) Cleaning the screen

o)
&
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(111) Shortcut for Copy:

(A) Ctrl + X (B Ctrl+C )
(C) Ctrl+V (D) Ctrl + Z
(112) Shortcut for Paste:
(A) Ctrl + P (B Ctrl+V )
(C) Ctrl + S (D) Ctrl + C
(113) Shortcut for Cut:
(A) Ctrl +C (B Ctrl+X )
(C) Ctrl+ K (D) Ctrl + Delete
(114) Shortcut for Undo:
(A) Ctrl+U (B ct+2z )
(C) Ctrl+Y (D) Ctrl + Backspace
(115) Shortcut for Redo:
(A) Ctrl + R (B Ctrl+Y )
(C) Ctrl+ Z (D) Ctrl + Shift + Z
(116) Shortcut to Select All:
(A) Ctrl + S (B Ctrl+A )
(C) Cirl +L (D) Ctrl + All
(117) Shortcut to Save:
() Ctrl+S8 ) (B) Ctrl +V
(C) Ctrl + Shift + S (D) Alt+ S
(118) Shortcut to Print:
(@A) Ctrl+P ) (B) Alt + P
(C) Shift + P (D) Ctrl + Print
(119) Shortcut to Bold text:
() Ctrl+B) (B) Alt +B
(C) Ctrl + Shift + B (D) Shift + B
7,
it

(120)

(121)

(122)

(123)

(124)

(125)

(126)

(127)

(128)

Shortcut for Italic text:

(A Ctrl+1 ) (B) Alt+1
(C) Ctrl + Shift + 1 (D) Shife + I
Shortcut for Underline:

(@ cuwl+uU ) (B) Alt+U
(C) Shift+U (D) Ctrl + Shift + U
Shortcut to Find text:

(A Cul+F ) (B) Alt+F
(C) Ctrl+ H (D) Citrl +)
Shortcut to Replace text:

(A) Ctrl + R (B Ctrl+H )
(C) Ctrl +F (D) Cirl + E
Shortcut to Open a new document:

(A) Ctrl + 0O (B Ctrl+N )
(C) Ctrl +D (D) Ctrl+ M
Shortcut to Open an existing document:

(@) cul+0 ) (B) Ctrl +E
(C) Ctrl+P (D) Alt+ 0

sprid] 281 Hi2 Riesisai 52 Yleis)s slez (5lecz la d7

@ A

(C) Times New Roman (D) LMG-Arun

‘%’ viglR a9 541 A1 A A2iR] NSUI US?

(A) A ez
(C) 21+9 (D)pA+9
yrid] dellesr2 sloilSai ‘a1’ s8] w2 la 37
@ A
© G D v
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(129) a8fUst 2dls Arudi Hi2 520 s quwA D?

(A) BPM (B) WPM

(C) RPM (D) KPM
(130) ‘21’ w21z 51 Nsizief] cia d7

A) s+

(C) i+ (D) s+

(131) Ridlai ‘s’ dvidl A2 A1 22 gy D7

(A) ¥+2i (B) A+
(C) ¥+ (D) A+™
(132) s»w=y2ui eldil cigadl Hidell *ildse 5l s¢f 87
(((A) Alt + Shift ) (B) Ctrl + S
(C) Shift + Tab (D) Alt + F4

(133) 28l ‘Backspace’ Slell Gyl g 37
(A) _siofl ciigei 4212 ojzian |
(B) wiell el vi212 ejdi
(C) 2921 d\sal

(D) A4 sl
(134) “‘Delete’ 8] ecniaqi2ll 5¢ oliyell di2iR o1 B7?
(4) siofl
(C) Gurdl (D) oAl
(135) parid) agfUanaii ‘siell’ (1) s2a1 #i2 s¢ 8l auzia 7
(Inscript)
(A) A (B) E
M) S

(136) #fa (Shruti) A 341 USRI §le2 D?

(A) Non-Unicode | (B) Unicode

(C) ASCI (D) Graphics

(17)

1

(137) dviiela Bold s2d1 #i2 s¢f2ilés2 8] quri 87

(B) Ctrl +1
(C) Ctrl+ U (D) Ctrl + P
(138) sigadi sl 3§14 A1A4GdI (Save) Hi2 5 8] dyjyA?
(A) Cul+S ) (B) Ctrl + O
(C) Ctrl + N (D) Ctrl + X

(139) irvn aviielal AAs2w1) Ri1As2 5241 HI2 g duAA?

o

((A) Ctrl+A ) (B) Ctrl + S
(C) Ctrl+ Z (D) Ctrl +V
(140) ‘Copy’ 53d dvileial oll® WA y§sdi g duvA?
(A) Ctrl + C (B Ctr+V )
(C) Ctrl+P (D) Ctrl + X
(141) ‘Cut’ s2d1 312l 2Nds2 5l s¢f B2
(@ cCirl+X) (B) Ctrl + C
(C) Ctrl+V (D) Ctrl + Z
(142) Bed s3dl ejd AaRdl (Undo) #1256 8] aurix?
(A Ctrl+2) (B) Ctrl +Y
(C) Ctrl+ U (D) Cirl +1
(143) Moz 5291 Hi2efl 2Nés2 8] 56 D7
(A cul+P) (B) Ctrl + Print
(C) Alt +P (D) Shift + P
(144)  ad] sige vilad #i2 s¢ 8l auyA?
(A Ctl+N) (B) Ctrl + O
(C) Ctrl+W (D) Ctrl+ M
(145)  ¥ll Aa scll sida vilaa Ai2?
() cul+0) (B) Ctrl +S
(C) Ctrl + N (D) Ctrl + F
o
(2




(146) dviielal iR (Italic) S2a1 Hi2 58 81 au1a?

(@ crl+1 ) (B) Ctrl + B
(C) Ctirl+ U (D) Cixl+T
(147) aviieled] oflA viesecidel s2a1 HI2?
(A Cctrl+U ) (B) Ctrl +L
(C) Ctrl +R (D) Ctrl +E
(148) dviiRla Ao2R Aol SAI HI2?
(A Ctrl+E ) (B) Ctrl +C
(C) Ctrl+L (D) Ctrl + R
(149) daviield siofl cliy daieol 521 HI2?
() crl+L ) (B) Ctrl +R
(C) Ctrl +J (D) Ctrl +E
(150) dviieia wiell oy Adige 5241 HI2?
(A Ctrl+R ) (B) Ctrl + L
(€) Ctrl +] (D) Ctrl + E
(151) gsell cia clig21vll 5241 (Justify) s&'8l aumx?
(@ crl+J ) (B) Ctrl + K
(C) Ctrl + L (D) Ctrl + G

(152) g1guplas gous s24i Mol sz & seg7
(A Ctrl+K ) (B) Ctrl + H
(C) Ctrl + L (D) Ctrl + M

(153) asyAe2ai S) UoE Riladl (Find) A7

(A Ctl+F ) B) Ctrl + 8
(C) Ctrl+D (D) Ctrl + G
(154) AsYAe2ai SI& AGE cieedl (Replace) Hid?
(A Ctrl+H ) (B) Ctrl + R
(C) Ctrl +F (D) Ctrl +B
p

(155) s2f2a dideten Viddi ad w1 s8] qugA?

(B) Home
(C) Page Down (D) Page Up

(156) s digeiell AT A ¥I?

(A) Home (B) End

(C) Insert (D) Delete
(157) s Ve of1A w1 56 5] duiA?

((A) Page Down ) (B) Page Up

(C) Home (D) End
(158) S Uief By wI?

((A) PageUp ) (B) Page Down

(C) Insert (D) Home
(159) Sloz2A18% GEIRAl HI2?

(@ cul+] ) (B) Ctrl + [

(C) Ctrl + + (D) Ctrl + -

(160) o2 A1ehs u21sal Hi2?

(A Ctrl+1 ) (B) Ctrl +]
(C) Ctrl + - (D) Ctrl + <
(161) 21 w21z sA1 Nsiziel] cia 87
®) a+a
(C) d+4d (D) a+d

(162) ‘s’ dvidl Hi2 A1 24242 9ujyA?

B) e+q
(C) e+d (D) e+49
(163) ’& cvidl Hi2 5241 Y212 duUAA?
(A e+a ) (B) £+2
(C) e+¢& D) £+6

Za=y
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(164) deiles2ni ‘e’ (824 ¢) s&'dl vz 87

) F
©) G D S
(165) deilesani ‘g’ (1 &) sefdl u2 82
B R
(€) F D G
(166) ’6’ (824 8) il 8] s&?
B M
(C) D (D) S
(167) 6 (€1d @) a4l 8 se?
A) T (B) G
((© shift+G ) (D) M
(168) ridlai yellyia 32 2iAY sloilsdl s¢f 51 auix?
(A) . B ,
© / (D) ;
(169) ‘2 avial Hi2 Jeil2sr2aii s 8] auziau?
((A) shift+V ) (B) V
© T (D) K

(170) ‘s davial M2 sl auA?
((A) Shift +C ) (B) Shift + V
(C) C (D) B

(171) ‘s’ w2 sd 8]l auRIA?

(A) Shift + [

(173) ‘e’ sk s¢ €l auia?

C (B) C
(C) Shift +V (D) N
(174) wridlai 3 avial 22 s¢ 8] auiA?
((A) Shift +3 ) (B) Shift + #
(C) Alt + 0170 M) Ctrl+R
(175) ‘a8 (=nfbiel) 213) Hi2 56 ) aupA?
((A) Shift+= ) (B) +
© = (D) -
(176) Ss¥RY2Re] HIA¥SlA SEAIA BT
(B) RAM
(C) Hard Disk (D) Monitor

(177) RAM of Y@ ol1d g 87
[ (A) Random Access Memory )
(B) Read Any Memory
(C) Rapid Access Memory
(D) Random Ace Memory

(178) ROM of Y olidi gj 872
( (A) Read Only Memory )
(B) Read Open Memeory
(C) Run On Memory
(D) Royal Office Memory

(179) 1 GB 24 3261 MB?

(A 1024MB ) (B) 1000 MB
(C) 1048 MB (D) 512MB
(180) sajeai 321 s1a3fl dq s=i AUy B2
(A) RAM ((B) Hard Disk )
(C) CPU (D) Cache
Peiont

© 1] (D) Shift + ]
(172) ‘@ a2 s sl auya?
((A) Shift+[ ) ® {
(e I (D) Shift + {
5
@)
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(181) N2l otiell Ax yfo12 520l D72

® By
(C) KB (D) MB

(182) ¢ ofl2a1 (Bits) ol A3jgal 2 SBAIA?

(A) Byte (B) KB
(C) MB (D) Nibble
(183)  oflgRiell 2A%ga 3 SBAIA?
(B Byte
(C) KB (D) MB
(184) s»Rye Uig 5dlell ulkRia g sBaA?
. Sturing
(C) Loading (D) Running
(185) s»yeeai Aeidd] sdlqf 511 Slel 53 87
(B) CU
(C) MU (D) Monitor

(186) ALU of Y olidt gj 82
((A) Arithmetic Logic Unit |
(B) Array Logic Unit
(C) Access Logic Unit
(D) All Logic Unit

(187) SloNsyi §d 32¢fl §521e1 81 (Function Keys) 8l 872

™ 10
€ 15 (D) 20
(188) Esc Sleil v Guilal g 87
((A) Bovia s2al ) (B) A4 s2dl
(C) Rue2s2an (D) oig1 5241
(23)

(189) Ctrl, Shift ia Alt gla 341 8] sga1x?
((A) Modifier Keys ) (B) Function Keys
(C) Alphanumeric Keys (D) Special Keys

(190) s»2q2rel] 28lelal §f SBAIA?

l(A) Monitor | (B) Printer
(C) Scanner (D) CPU

(191) s nBzye aig 87

B Keyboard
(C) Mouse (D) Scanner

(192) s¥ darye (Saiga 87

(B) Monitor
(C) Speaker (D) Printer
(193) 31GRuell SIGl1 ci2aial G IR EGilGdIA §] SEUIA?
( (A) Double Click ) (B) Right Click
(C) Left Click (D) Drag

(194) 20fl21 As 5241 Hi2 5 §5%%01 §] Gy B?

(B) F5

(C) F1 (D) F12
(195) ‘Save As’ HI2 s¢ 8]l auyA?

(A) FI12 (B) F1

(C) EF2 (D) Fl10

(196) R%u sl #i2s¢ 8] augA?

N

® F2
(C) F3 (D) F$
(197) glgcie] ol GIEAYI (Rename) Hi2 5¢ 8] duA?
® FI
©) F5 (D) F9
7
o




(198) “Help’ a2 8¢/ 8l auia?

(B) F2
(C) F3 (D) F4
(199) Raes1xsai s3Rj22 oi€) (Shutdown) s2 s¢f 2il&s2 €] auiu?
((A) Alt+F4 ) (B) Ctrl + F4
(C) Shift + F4 (D) Cirl + Alt + Del

(200) s 2Alg2A2 aefl1 vial w2 gy B?
( (A) Typing Master J (B) MS Paint
(C) Calculator (D) VLC

(201) WgBlRAg2YS (MS Word) A 84 215292 872
[(A) Word Processor ]
(B) Spreadsheet
(C) Presentation
(D) Database

(202) AsAd (MS Excel) ol Buil21 el HI2 214 87
(A saflsia2eia |  (B) uol Auier

(206) Hezraz aIuRAl HI2 521 A152206f] R uS?

® word
(C) Excel (D) Paint
(207) sY aBxd?
((A) Google Chrome | (B) Windows
(C) CPU (D) MS Word

(208) 31d (Google) 8] 87

[(A) Search Engine )
(B) Browser

(C) Operating System
(D) Hardware

(209) WWW of Y@ o3 g 8?2
((A) World Wide Web
(B) World West Web
(C) Wide World Web
(D) World Whele Web

(210) &-Ad (Email) of Y2 of1dt ¢ 37

((A) Electronic Mail |
(B) Electric Mail
(C) Easy Mail
(D) Engine Mail

(211) Slehsai 2Nell A 8l s 81u B7

( (A) Space Bar ) (B) Enter
(C) Shift (D) Backspace
(212) w2iRla 3Ri2d s2a1 A2 56 8] auRjA?
((A) CapsLock ) (B) Num Lock
(C) Secroll Lock (D) Shift
by

(C) A AR (D) ANA
(203) vigge2 (MS PowerPoint) ofl Bu2i121 fetl 312 21y B?
((A) st ) ®) agfa
(C) yfxs (D) 32193
(204) MS Word §1do] Ds2u2atUe §j 81 B?
®
(C) .pptx (D) .pdf
(205) MS Excel §lgfdof D5u2e810l 2 81 B?
(B) .docx
(C) .pptx (D) .txt
5
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(213) aidl 521 A3 5241 s 8] eonad] y3?

® st
(C) Space (D) Tab

(214) USSR VidR WAl Bisdl s 5] gquAA?

(A) Tab (B) Space
(C) Enter (D) End

(215) s8R eNlas id1 ¥el AN i8] ASIA Aal g sEaA?

[(A} Hardware] (B) Software
(C) Data (D) OS

(216) oSl (Windows) 2 gj 872
( (A) Operating System )  (B) Hardware
(C) App (D) Virus

(217) ge2 (MS Paint) §1ce] VisAaRel §f B1AT

(A) .bmp (B) .doc
(C) xls (D) .ppt

(218) oll2As (MS Word) gigfcie] 152120001 f EI2A?

) do
(C) .jpg (D) .pdf

(219) 19Ag (PDF) of Y2 oliai gf 8?2
[ (A) Portable Document Format ]
(B) Print Document File
(C) Public Data File
(D) Page Document File

/)

7

(220) s»wyeuiell sidd sl [5cllz s2a1 s¢f 81 auaa?
(((A) Shift + Delete (B) Delete
(C) Backspace (D) Ctrl+ D

(221) [5elz skl sida s=i v 872
( (A) Recycle Bin |
(B) My Computer
(C) Desktop

(D) Documents

(222) a8 ‘Home Row’ 56 37
((A) ASDE.. )
(B) QWER...
(C) ZXCV..
(D) 1234..

(223) 3pwidl aglfuai viegarz () 112 5¢ 9l auiu? (Inscript)

(B) Array Logic Unit
(C) M
(D) N

(224) ‘& aviai s sd 5] auRA?

(A) U (B) G
€ H (D J

(225) ‘o’ @il #12 s¢ 8l auRIA?
((A) Shift +N )
(B) Shift + M
(C) N
Db M

p g

®




(226) ‘o’ (uzs)elell ) A2 sd sl quma?

((A) Shift + < ) (B) Shift + >
€ < n >

(227) ‘e (uengdel ) iz s 8l auga?

((A) Shift+M )
(B) M

(€) S

(D) Shift + S

(228) A’ (AcieN A) Hi2 5 8] auAT

® L
© s D K

(229) ‘s’ w2 s8]l guA?

B D
© J (D) L

(230) ‘v’ Az s 8l quiA?

(A) Shift + K ( (B Shift+J )
() K D) J

(231) ‘o’ wizsd 8l avpa?

® U
© 0 ) P

(232) ‘u’ a2 sd 9 auu?
( (A) Shift+1 )
(B) Shift + O
(C) O
(D) L

(233) ‘U’ Wk sd 9l auriu?

© 1

(234) ‘e’ mizsd 8l ayia?
( (A) Shift+; )
(B) Shift + P
) P
(D) L

(235) ‘o sizsd 8 aygA?

() 1

(236) “»’ Wiz s8] qurRIA?

( (A) Shift+P )
(C) P

(237) ‘d’ w2 s¢ 8l auvA?

©) J

(238) ‘U’ wizsd 8l auA?
((A) shift+L )
(©) K

(239) ‘€’ a2 sd S aurgA?
(A) Nibble

B P
D) ]

(B O
(D) U

(B) Shift + O
(D O

B K
(D) H

(B) Shift + K
(D) L

(B) M
(D) B

©

®




(240) &’ aiksd €l auiA?
((A) shift +N )
(©) N

(241) ‘o’ M2 se 8l auA?

O X

(242) ‘v’ sizsd'8l aua?

) LK

(243) ‘s’ mizsd 8] aua?

((A) Shift + H )
©) G

244) ‘o’ mi2 sl quR?

(| L

(245) ‘o’ w2 sd' 8l aua?
(A shift+Y )
€)Y

(246) ‘W’ W2 s8] aquvRA?

(©) X

(247) ‘o’ a2 sd 8l a7

A /
<o ,

(B) Shift + B
(D) B

2

(B)
(D) Z

B) G
(D) D

(B) Shift + G
(D) H

(B) U
(D) O

(B) Shift + U
(D) U

B V
D) Z

(B) .
(D

(248) R’ uie s &l auA?

(@4 0 I

(249) ‘@’ wmizsd 8] qurIA?
(A) N
(C) V

(250) ‘a4’ M2 se &l auaa?

(C) M

B K
(D) H

D C

(B) N
(D) V
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000 i MUISIS] HIS e

MAIN SHORTCUT KEYS

1 Ctrl+ A Select All sean a2

2 Ctrl+ B Bold (wsi s2a1 ui2)

3 Ctrl+ C Copy (eis@ s2a1ai2)

4 Ctrl+ D Format Font (2usr %4 sedll fld sieaan ai2)
5 Ctrl+ E Center Alignment (423 aiaa ai2)
6 Ctrl+ F Find (=haa@ si2)

7 Ctrl+ G Go to (waiui2)

8 Ctrl+ H Replace (cieadai2)

9 Ctrl+ I Italic (1212 >1RN 8241 %i2)

10 Ctrl+ J Justify (215 A2 5241 Ai2)

11 Ctrl+ K Hyperlink

12 Ctrl+ L Left Alignment (siofl oy 02115 widsai ai2)
13 Ctrl+ M Indent (Rular)

14 Ctrl+ N New (File) (a<ll siga cionaan ai2)
15 Ctrl+ O Open (24 s3d) s1ga vilaal #i2)

16 Ctrl+ P Print (Riez sizan 212)

17 Ctrl+ Q Resent Para

18 Ctrl+ R Right Alignment s2a1 a2

19 Ctrl+ S Save sza1 a2

20 Ctrl+ T Hanging Indent

21 Ctrl+ U Under Line

22 Ctrl+ V Paste saai ui2

23 Ctrl+ W File Close saiui2

24 Ctrl+ X Cut seqi a2

25 | Ctrl+ Y Redo s2ai a2

26 | Ctrl+ Z Undo s2a1 a2

27 | Ctrl+ ] Font Size aara a2

28 | Ctrl+ [ Font Size sasm w2

29 | Ctrl+ F1 Open Task Pane szaia
30 | Ctrl+ = aoréhe 5201 A2

31 | Ctrl+ fae8)2s sels s2a1 Hi2

32 | Ctrl++ udhe s2al iz

» | e Pl P S e
34 | Alt+ spacebar Control Menu box active
35 | Alt+ spacebar+ X | Riesios Asaflanehs s2a1 iz

36 | Alt+ spacebar+ N | Riesix aflollangds s2ai wiz

37 | Alt+ E RieS1 As2Arcil2 iuet 5241 Hi2
38 | Alt+ F File menu open s2ai a2
39 | At+ E Edit menu open s2a1 112
40 | Alt+V View menu open szq1 si2
41 | Alt+ 1 Insert menu open sza1 a2
42 | Alt+ O Format menu open s2aisi2
43 | Alt+T Tools menu open s2a1 32
44 | Alt + A Table menu open sza13R
45 | Alt + W Windows menu open s2ai #i2
46 | Alt+ H Help menu open sz a2
47 | Alt + F4 Close file saai a2

48 | Alt + Space + R Restore szaiai2
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