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1.  The ………….. and …………….  devices attached to a computer are called computer peripherals.
      a) Memory & control   b) Input & output   c) Printer & Monitor

2.  Devices through which data and instruction are entered into a computer are called ……….. 

   a)  Input Devices  b) Memory Devices  c) Output Device
3.  ROM stands for ……………………..

 a)Random Only Memory  b) Read Only Memory  c) Read Once Memory.   
4.   CD-R is also called …………………….

  a) Rewritable CD   b) Recordable CD   c) Read only CD

5.   ………………. is a pointing device,

  a) Keyboard    b) Graphic tablet   c) Mouse

 6 .   Menu option can be selected by clicking the ……… mouse button once.

           a) Left        b) Right         c) Centre
 7.     Output devices are used to get ……………. from the computer

  a) instruction   b) data   c) information 

  8.   Monitor is also called   ……………….

           a) VCD    b) TV Screen   c) VDU
  9.   Text or graphical information shown on a display device is called
               a) soft copy     b) hard copy         c) screen
 10.  Graphic Tablet is a pointing device used to create……………

    a) Text       b) Programs      c) Drawings
11.  Bubble jet and Ink jet printers are types of ……………….  Printers

  a) Impact     b) Serial    c) Non-Impact
 12. …………….. and ……….. are the two types of primary memory.
a) ROM & CD – ROM  b) RAM & ROM  c) RAM & SRAM

13.  RAM is a ……………….memory

 a) temporary        b) permanent   c) read

14. Secondary Memory is used for …………….. of programs and data

a) Read        b) need      c) storage

15.The size of a monitor is measured by the ………… length of the screen.

a) diagonal       b) diameter      c) dimension 

MS –WORD (PRACTICAL QUESTIONS)
1. A word processor is often called ……………….

a) Computer   b) Processors      c) Computerized type writer

2. The keys arrangement used in computer and typewriter is ………………

a) different       b) same     c) common

3. which one is the largest key on the keyboard?

a) space bar   b) shift    c)  Enter

4.   Word processor allows us to use    ………………….. font styles  and sizes

      a) One    b) number of      c) two or more

5.  Word processors have a   …………… which allows us to check the spellings.

      a) text      b) document     c)  dictionary

6. The other word processor in Microsoft office are …………..

     a) None    b) word pads & note pad  c) paint

7.  The default name of a document is ………..
     a) document    b) doc   c) file 

8  ……………..  indicates where the next character that you type  will appear. 

      a) End point   b) Insertion point   c) Mouse pointer

9. In word when a word does not fit in a line it automatically shifts to the beginning of the ………………..

      a) Previous line   b) next line  c) End line

10 ………………  displays the name of the application and the active document.

     a) Menu bar   b) Scroll bar    c) Title bar

11. ……………..  reduces the application in to a window.

     a) Maximize button  b) minimize button   c) restore button

12.  ……………. Displays the menu option. 

     a) title bar   b) tool bar    c) menu bar

13.  ………………………  provide quick access to MS Word most frequently used commands and utilities

     a) standard  tool bar  b) menu bar     c) status bar

14. ……………  option displays a dialogue box to select an existing file
     a) Open    b) Save    c) Print

15.  ---------------- Option places a selected text from the clipboard into you document 

     a) cut   b) copy    c) paste

16. …………….  Option scales your view of the document by the percentages you select 

    a) Hide   b) show       c) Zoom

17. Alt  + F + N  keys are pressed to select new from the …………… menu

    a) File    b) format     c View

18. …….. arrow key move the insertion point one character to the right.

    a) Down    b) Right      c) Left

19.  ………………  key moves the insertion point to the next word of the table.

    a) Home    b) End    c) Tab

20.  Vertical scroll bar allows you to scroll through your document from ……….  to  …………..

   a) left to right   b) top to bottom    c) top to middle

21.  ………….. are used to give citation  of a source.

    a) Foot notes    b) End notes     c) footer

22.  ………….. is the document containing standardized text.

   a) data source    b) main document    c) text 

23. ………….. is a place holder which instructs what will be inserted from a data source

   a) Merge field  b) data field   c) field name

24. …………. is the text printed at the bottom of the page in a document.

   a) footer    b) Header     c) footnote

25.  …………. Is the keyboard short cuts to insert a footnote.

   a)  Ctrl + Alt + F    b) Ctrl + Alt  + D     c) Ctrl  + Alt + E

26.  How many steps involves to perform a mail merge?

  a)   Four    b) Five   c) threee

27. The extension of a word file is-----------------

      a) .doc   b) .docx  c)  .dox

28. Del key is used to delete the character present ------------- the cursor.

      a) after b) before c) left

29.  The total number of pages of the document is shown on the ----------bar.

      a) Status Bar   b) Title Bar c)  Scroll Bar
30.  By default header is printed ----------------- inches from the top of a page.
        a) 0.7   
b) 0.5 
c)  0.6

