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Computers 20 Questions ¢ Answer Key

Q4 Computers

Q1 Computers

Which of the following statements about Power Saving
Mode in MS Word is TRUE?

enabling power saving mode in word disables

A.
printing and spell-checking permanently

ms word automatically adjusts performance
B. and reduces background operations when the
computer’'s power-saving mode is enabled

ms word has a dedicated “power saving mode”
C. that reduces cpu usage and disables editing
features

power saving mode in word automatically converts
all documents to plain text to save energy.

Q2 Computers

Which of the following is a correct combination of
commonly used Internet services and their primary
functions?

email — Bz3ees® esgTS; Www — Fo0® D03 FRF; ftp -

A st & o darees

B ftp - P Srera3es; voip - B Sheesd
" JoBB; email - SotdednY eos ) {ed0ES

ftp — e3e5° ez N, eR7° SBredHcd; email - Se°
C. 230830M* S@HT; VOIp — FET NI, ,063°
B

www - g Srore3ss; email — Bader® e3s3°
D. deBadne sodon®; telnet - Hpeedpendy
BRI

Q3 Computers

Which toolbar in Excel or Office applications allows you
to draw shapes, arrows, and flowchart elements?

[ A. drawing toolbar J

B. standard toolbar

C. formula toolbar

D. formatting toolbar

In MS PowerPoint, which feature enables inserting
tables from MS Word or MS Excel?

A. insert > table
B. home > table

C. file > import

( D. insert > object ]

Q5 Computers

Where can you find options to change the design
template of your presentation?

A. home tab

B. view tab

[ C. design tab J

D. inserttab

Q6 Computers

Which shortcut allows you to select an entire sentence
in MS Word 365 without dragging the mouse?

A. ctrl + shift + end

msécie?q 0350&3 23nc3e) odx3de ctrl + click
DRI

( C. ctrl + click ]

D. ctrl + shift + >
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Q7 Computers

You have a large, comma-separated data set pasted
into Word, where each line represents a new row and
the commas (,) separate the data that should occupy
individual cells. To accurately convert this text into a
table while ensuring the data is parsed correctly, which
sequence of actions must you take while using MS
Word in Microsoft 365?

select the entire text, open the table properties
dialog box, navigate to the row tab, and specify a
fixed row height, which automatically triggers the
conversion.

select the entire text, go to the insert tab, click
B. table, and select quick tables, then choose the
appropriate style.

select the entire text, go to the insert tab, click
table, and select convert text to table, then

confirm that the separator character is set to .
commas.

select the entire text, go to the layout tab (under
D. table tools), select text direction, and choose the
convert text to table option.

Q8 Computers

What shortcut key is used in Windows OS to navigate
between open programs?

A. alt + del

[B. alt + tab J

C. alt +ins

D. alt+f4

Q9 Computers

In a switched Ethernet LAN, which switching method
begins forwarding a frame as soon as the destination
MAC address is read, resulting in the lowest latency but
higher risk of forwarding corrupted frames?

A. fragment-free switching
B. token passing

C. store-and-forward switching

[ D. cut-through switching J

Q10 Computers

Clip art includes:

[ A. animated gifs & drawings J

B. only charts
C. only videos

D. sound files

Q11 Computers

Which of the following best describes the role of PCB in
a computer system?

A. an input device for transferring data

B. a protocol used in wireless networks

a physical board connecting electronic
c. phy g

components

D. a software tool for virus removal

Q12 Computers

In MS Excel, which option allows you to insert a new
column between column B and C?

A. use "clear contents" option
B. select column c - press delete

C. right-click on column b header - delete

( D. right-click on column c header - insert ]

Q13 Computers

How can a user attach a file to an e-mail in most e-mail
clients?

‘ click the .attach file' or paperclip icon and
select afile

B. press ctrl + a to attach a file
C. click the 'send' button and select a file

D. go to the edit menu and select 'add file'
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Q14 Computers

An email containing sensitive information is received
from a client. It needs to be forwarded to a colleague
for further action. What measures should be taken to
safeguard the sensitive information during this
process?

redact the sensitive information before
A. .
forwarding.

B. delete the mail containing sensitive information

call your colleague and verbally share the
sensitive information.

D. forward the email as is.

Q15 Computers
In R1C1 reference style, how is the cell located at

column E and row 8 represented in Microsoft Excel
2021?

A. 8rc5
B. rc85

C. 8r5¢c

[ D. r8c5 J

Q16 Computers

Consider the following statements regarding inserting
and deleting rows and columns in tables in MS Word
2021

1. New rows can be inserted only at the end of a
table using the Tab key.

2. The Layout tab under Table Tools allows users
to insert or delete rows and columns at any
position within the table.

3. The Right-click context menu provides quick

options for inserting and deleting rows or
columns.

Which of the above statements is/are correct?

A. Bedo BeDB 1Dy, BeD3S 3

( B. 808 w3, 2 s BedE 3 ]

C. Be3® BeDS 1Ry, B3 2

D. ®Bed3 1, Bed 2 3y 8¢S 3

Q17 Computers

The system software component
for booting up the computer system.

( A. bios/uefi ]

B. cli/gui

is responsible

C. cgi/etf

D. hdmi/vga

Q18 Computers

Windows comes with a that displays
currently opened programs. It also allows users to
access any specific programs.

A. task manager
B. file explorer

C. start menu

( D. taskbar J

Q19 Computers

What is the difference between Reply and Forward in
email?

A. reply encrypts the email, forward does not.

reply sends the email to all contacts, forward
sends it to none.

reply sends your response only to the original
C. sender, while forward sends the email to a
new recipient.

reply deletes the original message, while forward
saves it.

Q20 Computers

What factors should be considered for optimal
document printing results?

A. printing settings have no impact on final results.

printer selection, paper type, print quality,
B. color options, and page range settings affect
printing outcomes and resource efficiency.

C. default printing settings are always appropriate.

all documents print identically regardless of
settings.
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