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Q1. Fill in the blanks. 

1. The…………………….folder allows you to see the files and folders stored in a computer.   

2. The Shortcut key to select the text from the cursor position till the end of the line is  

    …………………………… 

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

4. The default line spacing for most Quickly style sets is………………….. 

Q2. Write True or False for the given statements. 

1. The Hard disk is the main storage device in a computer. 

2. The Undo button is used to perform the last action performed in Word. 

3. We can apply bullets to a text document by selecting the Bullets button. 

4. The Start menu has a search box. 

Q3. Choose the correct answer. 

1. Which file extension is used to create a file using Notepad?  

      (a)  .pptx                          (b) .txt                             (c) .text 

2. Small graphics or symbols displayed on the desktop are called: 

      (a) Icons                        (b) Wallpaper                   (c) Screen saver 

3. Which of the following in Windows is denoted by a letter?  

     (a) File                             (b) Drive                         (c) Folder 

4. It determines the style of the text written in a document: 

     (a)  Font                          (b) Alignment                    (c) Bullet 

 



Q4. Write the file extension of the following file type.  

          File Type                                     

1. MS Word                                       

2. MS PowerPoint                              

3. MS Paint                                        

4. MS Excel                                        

Q5. Name two groups in these tabs. 

    1. Home   

    2. Insert   

    3. Page Layout  

Q6. Answer the following questions. 

1. Name different text alignment options available in Word. 

2. Name the different tabs available under the Ribbon of the Word window? 

3. What are files and folders? 

 

Answer Key 

Q1. Fill in the blanks. 

1. Computer 

2. Shift  + End 

3. Enter 

4. 1.15 

Q2. Write True or False for the given statements. 

1. True  

2. True 

3. True 

4. True 



Q3. Choose the correct answer. 

1. (b) .txt 

2. (a) Icons 

3. (b) Drive 

4. (a) Font 

Q4. Write the file extension of the following file type.  

1. .docx  

2..pptx 

3. .Png 

4. .xlsx  

Q5. Name two groups in these tabs. 

1. Font, Paragraph 

2. Pages, Tables  

3. Themes, Page Setup 

Q6. Answer the following questions. 

1. The different text alignment options available in Word are Align Text Left, Align Text Right, 

Center and Justify. 

2. The Tabs available under the Ribbon of Word window are as follows:- 

      Home, Insert, Page Layout, References, Mailings, Review and View.  

3. Files- A file is a collection of data. Different types of files store different information. 

    Folders- Files are organized in a computer by keeping them in containers called folders. A   

        folder is a collection of files related in some manner. 

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. 


