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1. What is "My Computer” or "This PC" used for?

Watching movies

Managing files and drives

a
b
c. Playing games
d

. Sending emails

Ans: b. Managing files and drives

Explanation: It helps you access and organize files, folders, and storage devices on

your computer.

2. What is the new name for "My Computer"?
This PC
My Folder

a
b
c. File Manager
d

Control Panel

Ans: a. This PC

Explanation: Newer versions of Windows renamed "My Computer" to "This PC."

3. Where can you find "This PC"?

In

a
b.
c. In
d

In

On the desktop

the calculator
the web browser

the music player

Ans: a. On the desktop

Explanation: "This PC" is often accessible via an icon on the desktop or through File

Explorer.
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4. Can you open files from "This PC"?

a.
b.
c.
d.

Yes
No
Only pictures

Only games

Ans: a. Yes

Explanation: You can open any file stored in the drives and folders shown in "This PC."

5. How do you show hidden desktop icons?

a.
b.
c.

d.

Right-click desktop —> View —> Show desktop icons
Press Ctrl + C
Open an Internet browser

Restart computer

Ans: a. Right-click desktop —> View —> Show desktop icons

Explanation: This is the menu path to toggle desktop icons on or off.

6. Where do you right-click to find the "Show desktop icons" option?

a
b
c.
d

. On the desktop

. In afolder

In a web browser

. On the taskbar

Ans: a. On the desktop

Explanation: Right-clicking the desktop opens the menu with this option.
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7. What happens if you uncheck "Show desktop icons"?
a. lcons disappear but are not deleted
b. Icons are deleted
c. lcons get copied
d. Nothing happens
Ans: a. Icons disappear but are not deleted

Explanation: They are just hidden from view.

8. How do you hide desktop icons again?
a. Right-click desktop —> View —> Uncheck "Show desktop icons"
b. Press Delete
c. Open Control Panel
d. Press Ctrl+V
Ans: a. Right-click desktop —> View —> Uncheck "Show desktop icons"

Explanation: This hides the icons again.

9. In Settings, which category do you choose to find Themes?
a. Personalization
b. System

c. Network

d. Devices

Ans: a. Personalization

Explanation: Personalization lets you change appearance and themes.
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10. Under Personalization, which section lets you access Desktop Icon Settings?

a
b.

0

d.

Themes
Background
Lock Screen

Colors

Ans: a. Themes

Explanation: Themes include options for desktop icons.

11. Where do you find Desktop Icon Settings under Themes?

a
b
c.
d

Open "Sound settings"

. Click on "Display settings"

Scroll down and select "Desktop icon settings"

. Choose "Network settings"

Ans: c. Scroll down and select "Desktop icon settings”

Explanation: Desktop icon settings are located at the bottom of the Themes page.

12. What is the Recycle Bin?

£

d.

a. A folder for pictures
b.

A folder for deleted files
A web browser

A music player

Ans: b. A folder for deleted files

Explanation: Deleted files go to the Recycle Bin before permanent removal.
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13. Can you recover files from the Recycle Bin?

a. Yes
b. No

Only pictures

0

d. Only videos
Ans: a. Yes

Explanation: You can restore deleted files from the Recycle Bin if needed.

14. What happens if you empty the Recycle Bin?
a. Files are copied
b. Files are permanently deleted
c. Files are moved to the desktop
d. Nothing happens
Ans: b. Files are permanently deleted

Explanation: Emptying removes files permanently from the computer.

15. Where do files go when you delete them?
Documents folder

a
b. Downloads folder

£

Recycle Bin
d. Pictures folder
Ans: c. Recycle Bin

Explanation: Files first go to the Recycle Bin for possible recovery.
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16. How do you open the Recycle Bin?

a.
b.
c.
d.

Open a web browser
Press Ctrl +V
Open File Explorer

Double-click its icon on the desktop

Ans: d. Double-click its icon on the desktop

Explanation: The Recycle Bin icon is usually on the desktop for easy access.

17. What is "My Documents"?

a.
b.
c.

d.

A music player
A web browser
A folder to save personal files

A game

Ans: c. A folder to save personal files

Explanation: It's a place to store documents, pictures, and important files.

18. Which of these can you save in "My Documents"?

a.
b.
c.

d.

Pictures
Videos
Documents

All of the above

Ans: d. All of the above

Explanation: You can save many types of personal files in My Documents.
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19. Where is "My Documents"” usually located?

Inside File Explorer

On the

a
b
c. In Control Panel
d

internet

In the Recycle Bin

Ans: a. Inside File Explorer

Explanation: You can find it by opening File Explorer.

20. What is another name for "My Documents" in newer Windows versions?

Desktop

a
b. Documents

c. Pictures
d. Folders

Ans: b. Documents

Explanation: In newer versions, it's often called just "Documents.”

21. Which computer device stores files and programs?

Monitor

Hard Drive

Printer

a
b
c. Keyboard
d

Ans: b. Hard Drive

Explanation: The hard drive stores and retrieves data on a disk.
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22. What does the hard drive do?
a. Prints documents
b. Stores and retrieves data
c. Displays images on screen
d. Connects to the internet
Ans: b. Stores and retrieves data

Explanation: It saves your files and lets you access them later.

23. What is Windows Notepad?
a. A simple text editor program
b. A web browser
c. Avideo player
d. Agame
Ans: a. A simple text editor program

Explanation: Notepad lets users create and edit plain text files.

24. What can you do with Windows Notepad?
a. Create documents
b. Browse the internet
c. Watch movies
d. Play music
Ans: a. Create documents

Explanation: Notepad is used to write and save text documents.
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25. What type of files does Notepad mainly work with?

a
b.

0

d.

Plain text files (.txt)
Video files
Image files

Music files

Ans: a. Plain text files (.txt)

Explanation: Notepad creates and edits simple text files with the .txt extension.

26. Which shortcut creates a new document in Notepad?

a. Ctrl+N
b. Ctrl+0
c. Ctrl+S
d. Ctrl+P
Ans:a.Ctrl +N

Explanation: Ctrl + N opens a new blank document.

27. What shortcut opens an existing file?

a
b.

£

d.

Ctrl+N
Ctrl+S
Ctrl+ X
Ctri+0O

Ans:d.Ctrl+ O

Explanation: Ctrl + O opens the file browser to select a file.
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28. Which shortcut saves the current document?
a. Ctrl+P
b. Ctrl+C
c. Ctrl+S
d. Ctrl+V
Ans:c.Ctrl +S

Explanation: Ctrl + S saves the changes to the file.

29. What shortcut is used to print a document?

a
b
c.
d

Ctrl + P
Ctrl+S
Ctrl + N
Ctrl + X

Ans: a. Ctrl + P

Explanation: Ctrl + P opens the print dialog.

30. How do you close Notepad using the keyboard?

£

d.

a. Alt+F4
b.

Ctrl+ W
Ctrl + Q
Ctrl+ E

Ans: a. Alt + F4

Explanation: Alt + F4 closes the active window or program.
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31. How do you undo the last action?
a. Ctrl+X
b. Ctrl+Y
c. Ctrl+Z
d. Ctrl+C
Ans:c. Ctrl + Z

Explanation: Ctrl + Z reverses the last change.

32. What does the Windows key look like?
a. A key labeled “Ctrl”
b. A key labeled “Shift”
c. A key with the Windows logo
d. A key with numbers
Ans: c. A key with the Windows logo

Explanation: The Windows key has the Windows symbol on it.

33. What does the ALT key stand for?
a. Alternate
b. Access

c. Alert

d. Allow
Ans: a. Alternate

Explanation: ALT means the Alternate key, which is used for special commands.
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34. What is the CTRL key short for?

a
b.

0

d.

Control Panel
Copy
Control

Cursor

Ans: c. Control

Explanation: CTRL stands for Control, used with other keys for shortcuts.

35. What is the SHIFT key used for?

a
b
c.
d

. To type uppercase letters or special characters

. To delete files

To open programs

. To move the cursor

Ans: a. To type uppercase letters or special characters

Explanation: Shift modifies letters to uppercase or types symbols.

36. What are Function keys labeled as?

£

d.

a. S1toS12
b.

F1to F12
N1 to N12
G1to G12

Ans: b. F1to F12

Explanation: Function keys are labeled F1 through F12 and perform special

actions.
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37. Which keys open the Run box?

a
b
c.
d

Windows + W
Ctri+C
Alt + Tab

. Windows +R

Ans: d. Windows + R

Explanation: This keyboard shortcut directly opens the Run command box.

38. Which shortcut would you use to switch quickly between programs?

a
b
c.
d

. Alt+ Tab

Ctri+C
Windows + L
Ctrl+V

Ans: a. Alt + Tab

Explanation: Alt + Tab is used for fast program switching.

39. Which shortcut is used to minimize all windows?

a
b
c.
d

Windows + D

. Windows + M

Ctrl+ 2
Ctrl+Y

Ans: b. Windows + M

Explanation: This shortcut minimizes all open windows.
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40. Which shortcut quickly shows you the desktop?
a. Windows +D
b. Windows + M
c. Ctrl+Z
d. Ctri+Y
Ans: a. Windows + D

Explanation: It hides all open windows and shows the desktop.

41.Which shortcut redoes an undone action?
a. Ctrl+Y
b. Ctrl+Z
c. Windows +D
d. Windows + M
Ans:a.Ctrl +Y

Explanation: Ctrl + Y reverses an Undo action.

42. What is the function of Ctrl + Z?
a. Zoomin
b. Paste
c. Undo

d. Redo
Ans: c. Undo

Explanation: Ctrl + Z reverses the last action or command.
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43. Which shortcut is used to select all items in a document or window?

a
b
C.
d. Ctrl+E

Ctrl+S

. Ctrl+ A

Ctrl+D

Ans: b. Ctrl + A

Explanation: Ctrl + A selects everything in the current window or document.

44. Which shortcut opens Task Manager directly?

a
b
c.
d. Ctrl + Esc

Ctrl + Shift + Esc

. Ctrl + Alt + Del

Win+R

Ans: a. Ctrl + Shift + Esc

Explanation: Opens Task Manager directly without going through a menu.

45. What does Ctrl + P do in most applications?

a
b.
c
d

Preview document
Pause a task
Print document

Paste text

Ans: c. Print document

Explanation: Opens the Print dialog box for the current document or page.
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46. What is the shortcut for saving a file?

a. Ctrl+S
b. Ctrl+D
c. Ctrl+Q
d. Ctrl+W
Ans:a.Ctrl +S

Explanation: Saves the currently open document or project.

47. What does Alt + F4 do?
a. Closes the app window
b. Forces shutdown
c. Opens File Explorer
d. Bothaandb
Ans: d. Bothaandb

Explanation: Pressing Alt + F4 closes the currently active application window. If no

application is active (you're on the desktop), it brings up the system shutdown

dialog box.

48. What does Ctrl + Tab usually do?
a. Closes a window
b. Copies text
c. Switches to the next tab
d. Opens the Start menu

Ans: c. Switches to the next tab

Explanation: Ctrl + Tab moves you to the next tab in browsers and tabbed

applications.
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49. What is the main function of the Esc key?

a
b
c.
d

Ans: b. To cancel or close an action

To copy text

. To cancel or close an action

To save a file

. To open anew tab

Explanation: The Esc key is used to stop or exit a task, dialog box, or menu.

50.What is the main function of the F1 key?

a
b
c.
d

Save a file
Open the help menu
Refresh a page

Close a program

Ans: b. Open the help menu

Explanation: F1 is commonly used to open the Help or support window in most

software.

51. Which keyboard shortcut closes the current tab in most web browsers?

a
b
c.
d

Ctrl+C
Ctrl+V
Ctrl+W
Ctrl+T

Ans:c.Ctrl + W

Explanation: Ctrl + W closes the current tab in most browsers and apps.
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52.What keyboard shortcut opens a new tab in most web browsers?
a. Ctrl+N
b. Ctrl+T
c. Ctrl+W
d. Ctrl+V
Ans:b.Ctrl + T

Explanation: Ctrl + T opens a new browser tab.

53. What does Ctrl + W do in a browser?
a. Open anew tab
b. Close current tab
c. Open bookmarks
d. Save page
Ans: b. Close current tab

Explanation: Ctrl + W closes the tab you are currently viewing.

54.Which key is used to quickly save a file as a new copy in Microsoft Office?

a. F1

b. F12

c. F5

d. F10
Ans: b. F12

Explanation: Pressing F12 in Office apps opens the Save As dialog for saving a

new copy.
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