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Q1. Fill in the blanks. 

1. Storage devices can be used to………………………..data. 

2. It is the………………..area in a window where the contents of a file are displayed and work is 

done. 

3. A……………………..is a storage device that can store data on both sides. 

4. The………………………….. key is used to start a new paragraph at the cursor position. 

Q2. Write True or False for the given statements. 

1. The Shortcut menu is also called the Context menu.  

2. A Flash drive is very small in size and it is rewritable. 

3. A combination of hardware and software is known as Computer system. 

4. The hard disk is fixed inside the hard disk drive of the CPU box. 

Q3. Choose the correct answer. 

1. It is not a Secondary storage device: 

   (a) Flash Drive              (b) RAM                      (c) DVD 

2. This icon provides an easy and quick method to open any application or software: 

   (a)  Folder                     (b) File                        (c) Shortcut 

3. The Part of a window that marks its boundary is: 

   (a) Border                     (b) Title bar                 (c) Work area 

4. The File extension of MS Excel file is: 

(a) .docx                          (b) .xlsx                         (c) .Png  

 



Q4.  Expand the following: 

1. RAM 

2. CD-ROM 

3. DVD 

Q5. Write the shortcut keys for the following operations.  

1. Select text from the cursor position till the end of the line. 

2. The Shortcut key to copy a document . 

3. To Redo the undo action. 

Q6. Answer the following questions. 

1. What are Icons? 

2. Define Screen saver. 

3. What are the main processes involved in editing a document? 

 

Answer Key 

Q1. Fill in the blanks. 

1. transfer 

2. work 

3. Blu-ray disk 

4. Enter  

Q2. Write True or False for the given statements. 

1. True 

2. True 

3. True 

4. True 

 



Q3. Choose the correct answer. 

1. (b) RAM 

2. (c) Shortcut 

3. (a) Border 

4. (b) .xlsx 

Q4.  Expand the following: 

1. Random Access Memory 

2. Compact Disc-Read only Memory 

3. Digital Versatile Disc or Digital Video Disc  

Q5. Write the shortcut keys for the following operations.  

1. Shift + End 

2. Ctrl + C 

3. Ctrl + Y 

Q6. Answer the following questions. 

1. An icon is a small picture on the desktop that represents a program, document, folder or some 

other items. 

2. A Screen saver is an animated image that you see on the monitor when you leave your 

computer idle for sometime. 

3. Inserting, deleting, moving, copying text, correcting grammatical and spelling errors, etc. are 

the main actions of editing. 

 

Dear students kindly note: 

 Do your work neatly and carefully in your computer notebook. 

 Write today’s date and name of the topic. 

 Be regular and punctual. 

 

 


