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Worksheet 
Unit-3 Information and Communication Technolgy Skills 

 
1. Which of the following functions is not performed using a mouse? 
 (a) Turn on 
 (b) Hover  
 (c) Right click  
 (d) Drag and Drop 
2. What is the term used when you press and hold the left mouse key and move the mouse around?  
 (a) Highlighting 
 (b) Dragging 
 (c) Selecting 
 (d) Moving 
3. Which one of the following shortcut keys is used to paste a file?  
 (a) Ctrl + c  
 (b) Ctrl + p 
 (c) Ctrl + v 
 (d) Ctrl + x 
4. Which of the following is a valid file extension for Notepad file?  
 (a) .jpg 
 (b) .doc 
 (c) .text  
(d) .txt 
5. What keys do you use to copy something?  
(a) Ctrl+x  
(b) Ctrl+c  
(c) Ctrl+z  
(d) Ctrl+y 
6. What happens if you leave a device plugged in even after it is charged 100%?  
(a) It can break.  
(b) It can stop functioning.  
(c) It can over-heat.  
(d) Data can get corrupt 
7. How can an anti-virus protect your device?  
(a) It can protect it from over-heating.  
(b) It can increase its performance.  
(c) It can prevent data from getting corrupt. 
 (d) It can backup data. 
8. Which option is not required to keep a device cool?  
(a) Keep the device unplugged when in use. 
(b) Do not cover a laptop with a blanket.  
(c) Make sure computer’s CPU fan is working. 
 (d) Avoid leaving the device in the sun. 



9. Which of the following is essential for maintaining keyboard?  
(a) Turn the keyboard upside down and shake it to remove foreign material.  
(b) Blow dust and other particles with help of a blower. 
(c) Use a very dilute combination of soap and water applied with a non-abrasive cloth to remove stains                      
from the keycaps. 
 (d) All of the above. 
10. What should you do to ensure secure online transactions?  
(a) Lock your computer 
(b) Give credit card or bank details only on safe websites 
 (c) Use anti-virus  
(d) Do not use pirated software 
11. Which of the following trap small children into inappropriate relations?  
(a) Online predators  
(b) Worms  
(c) Trojan Horse  
(d) Anti-Virus 
12. What should a strong password consist of? 
 (a) Only letters  
(b) Numbers and special characters 
 (c) Name of a person 
 (d) Letters, numbers and special characters 
13.  Aryan is confused about hardware and software. Which of the following you suggest 
to clear his confusion: 
(a) Any device which tangible and can be touched  is hardware and a program that makes  hardware  function is software. 
(b) Any device that is very hard is hardware and any device that is very soft is software. 
(c) A device used on a hard surface is hardware and a device used on a soft surface is software. 
(d) A program is very hard to understand is hardware and a program is very easy to understand is 
software. 
14. What is responsible for performing the POST (Power On Self Test)? 
(a) The User  
(b) Operating System 
(c) Desktop 
(d)  BIOS 
15. ________________operating system is an example of an interactive operating system. 
(a) Windows 
(b) DOS 
(c) Linux 
(d) None of the above 
16. DOS stands for ______________ 
(a) Disk Operating System 
(b) Dot Operating System 
(c) Disk Open System 
(d) Disk Operating Secure 
17. BIOS stands for 
(a) Basic Input/Output System 
(b) Base Input/Output System 
(c) Basic Input and Output Systematic 
(d) None of the above 



18. Identify which of the following is a temporary file? 
(a) flower.jpg 
(b) temporary.doc 
(c) temporary.docx 
(d) web.tmp 
19.  ___________ are small files which are stored on a user’s computer when a user visit a website on 
the internet. 
(a) Image 
(b) Cookies 
(c) Firewall 
(d) None of the above 
20. Which of the following is an Antivirus? 
(a) Norton AntiVirus 
(b) Quick Heal 
(c) McAfee VirusScan 
(d) All of the above 
21.  Pressing ____________ key opens the Start menu. 
(a) Windows 
(b) Alt + Windows 
(c) Ctrl + Windows 
(d) None of the above 
22. To rename a file, select the file and press ______ from keyboard. 
(a) F1 
(b) F2 
(c) F3 
(d) F5 
23. GUI stands for _______ 
(a) Graphical User Interface 
(b) Graphical User Interaction  
(c) Graphical User Interactive 
(d) None of the abovel 
24. When a student, Neha, joins a class, the teacher creates a file on the computer to store Neha’s 
information, such as name, address, phone number. In which of the following application, we can 
store such information? 
(a) Notepad 
(b) Wordpad 
(c) MS Word 
(d) All of the above 
25. Choose the strong password out of the following: 
(a) 12345 
(b) Aprfd@2021! 
(c) hello123 
(d) password 
26. Bit locker is an example of   
(a) Backup and restore 
(b) Firewall 
(c) Encryption 
(d) Ransomware 



27. The identity of secure websites are  
(a) Indicates a lock in front of the URL and begins https: 
(b) Asks to login using OTP 
(c) Asks to login using email id and password 
(d) Website requires biometics to login 
28. A hacker can try to misuse your data and information and perform illegal activity. This is 
considered as 
(a) Physical Theft 
(b) Identity theft 
(c) Software Piracy 
(d) Virus43 
29. Manoj received a call and informed about lottery for winning huge amount. This type of activity is 
considered as 
(a) Trojan Horse 
(b) Online Predator  
(c) Internet Scams 
(d) Encryption 
30. Rekha wants to move the cursor to the beginning of the line to the left side. Select a key which she 
should press: 
(a) Left Arrow 
(b) End 
(c) Home 
(d) Page Up 
 
 
 
 
 


