IT/ITES CLASS 9™ UNIT-2

A. Multiple Choice Questions (Q&A Format)

Q1. Which of the following is not a key for punctuation marks? / @&ifaf@d & & Hia-ar
Solt T RiEer & fow =gl 872
Answer: (d) Equal sign (=)

Explanation: Equal sign is a mathematical operator, nhot a punctuation mark.

Q2. Which of the following is not an arrow key? / fae=falf@d & & laT-dr Soit T Hr =g
g7

Answer: (a) Top (")

Explanation: Arrow keys include up (1), down (¥), left (¢), and right (»). "' is not an
arrow key.

Q3. Which of the following operation is not performed by a mouse? / fdefaf@a & &
FIT-8T S ABH GaRT AT [hdT AT 872

Answer: (c) Middle Click

Explanation: Middle click is not available on all mice and is less commonly used.

Q4. In Rapid Typing Tutor, which of the following is not true? / Rapid Typing Tutor &
farafaf@d & & Fla-ar FUT TE e 72

Answer: (c) Red letters denote wrong inputs within time.

Explanation: Red letters denote wrong inputs, but not necessarily within time.

Q5. The lesson control panel can be used for ./ e el UsTel &7 3UINeT
& fow foram Sar g

Answer: (b) Enable or disable sounds

Explanation: It allows sound settings to be turned on or off during practice.



B. Fill in the Blanks

Q1. Atouch typist knows the location on the keyboard through

memory.

Answer: Muscle memory / A8 AARY

Q2. The typing speed is measured in

Answer: Words per minute / 2rsg 9fa fAee

Q3. Alphabets (A-Z) and numbers (0-9) are known as keys.
Answer: Alphanumeric keys / 3eWi=gaRe Hisrar

Q4. Del key deletes the character at the cursor position.

Answer: Current / aJATH

Q5. A standard keyboard has Function keys.

Answer: 12 /98

Q6. Numeric keypad is used to enter data.

Answer: Numeric / §&ITcHS

Q7. Page Up key is used to shift the one page up.

Answer: Screen / ThieT

Q8. Pressing the End key moves the cursor to the character of the line.
Answer: Last / 3ifasr

Q9. On numeric keypad ‘0’ is to be pressed by the thumb.

Answer: Right / gIfgat



Q10. The numeric keypad has columns and rows.

Answer: 3 columns and 4 rows / 3 TdH 3T 4 9iFaar

2 C.True or False Statements (& a1 e )

1. The Alt key is always used with the other key. / Alt F<it g Rt 377 Foit & @1y
3gAnT @t §1
True / TgY

2. There are 5 arrow keys on the keyboard. / & 1T 5 W Fiorat gt &

X False / ITad
(Explanation: There are 4 arrow keys—Up, Down, Left, Right.)

3. The Backspace key is used to delete the character on the right to the cursor. /
SR Foll FU F A I F R A g & faw sudhr g

X False / aad
(Explanation: Backspace deletes characters to the left of the cursor.)

4. Caps Lock key is a toggle key. / ¥ dfe Folt T& hareT Foht gl
True / Ggr

5. The Control key is used in conjunction with other keys. / #gler Fait 37 Fiaat &
a1y AaH 3gAeT gt §1
True / TgY

6. Enter key is also known as Return key. / TeX Feit & Reet Fait oft &g smar 21
True / Ggr



7. The function keys have different meaning in different software. / S Fforal &t
-3 AFEIYT A el Y gar g1
True / Tgr

8. The keys ‘F’ and )’ are known as guide keys. / ‘F’ 3iX )’ ot mmss Fiorar wgeneh 3
True / @&

9. There are two Caps Lock keys on the keyboard. / #1&1$ 9T a e die Fforar gt
gl

X False / aad

(Explanation: There is only one Caps Lock key.)

10. The mouse has two scroll buttons. / A3H # & THidT de ald &l

X False / aad
(Explanation: Mouse usually has one scroll wheel.)

11. Page Down key is used to move the cursor on next page. / 9T 3137 gﬁﬁ FUT A
3TN g5 W A I F A 3w @ #
True / Ggr

12. Pressing the Home Key moves the cursor to the first character in the document.
/B Folt G W FAT qEATAS & Ugd HER W Tl ST g

X False / aad

(Explanation: Home key moves the cursor to the beginning of the current line.)

13. On a numeric keypad, the number 8 is the guide key. / =ARF iz W F&aT 8
TMES Fit et B
True / @&

14. In Rapid Typing Tutor, the right input entered is denoted by yellow color. / Rapid
Typing Tutor & W& $a9e F fIt Tr § AT AT B



X False / ITad
(Explanation: Green denotes correct input; yellow is for correct input in extra time.)

15. In Rapid Typing Tutor, the right input entered in exceeding time frame is denoted
by Red colour. / Rapid Typing Tutor ¥ ¥#% #IaT & 3f0s & @&t sa7qe A ol @1 &
gef T e B

X False / aad
(Explanation: Red denotes wrong input; yellow is for correct input in extra time.)

D. Short Answer Questions (Each ~50 Words)

1. Discuss the various types of keys available on a computer keyboard. / amg\a

FEE W 39ey R yewR A FioEt | oAt w

Answer: A keyboard has alphanumeric keys (A-Z, 0-9), function keys (F1-F12),
navigation keys (arrow keys), modifier keys (Shift, Ctrl, Alt), and special keys like Enter,
Backspace, and Delete.

3R HEIS H IHIANS Hiowl, herle Hioral, AT SHioral, ASHrRR Hioar AR ooy
i g g

2. Differentiate between Home Keys and Guide Keys. / 817 Ffarat 3k ass Ffoat &
R AT

Answer: Home keys are the central row keys (ASDF and JKL;) where fingers rest. Guide
keys (F and J) have small bumps to help position fingers correctly.

3T A FRomt 3 @ § o W et R ek €, St amss Ffowt (F 3k J) et
P TG TUT W WA H Acg Far o

3. What do you understand by Guide Keys? Name the Guide Keys of a (a) computer
keyboard (b) typewriter / 733 Fforat Far @it §2 Fgex Fia ik eRISR i I
Fforat aard|

Answer: Guide keys help typists position fingers correctly. (a) Computer keyboard: F and
J (b) Typewriter: Aand ;

3 MSs HioAT BT HT 3ol T T W I # Heg Il ¢l (a) FYR Hiars: F

3R ) (b) TEwIEeT: AR ;




4. Explain the role of typing ergonomics. / e wifdiAsw #ir s wwsC|
Answer: Typing ergonomics ensures correct posture, hand position, and screen
alignment to prevent strain and increase typing efficiency.

3R ergiier wildiaed Fer Har, g1 1 Bufa iR Shie @@or giaad war § Sed
AT FH gl & 3R s gerar sedr §1

5. Why the use of various typing software is common now-a-days? / 3iTa&a faffiee
e ATFedaT &1 39ANT FaF WA 2?

Answer: Typing software improves speed, accuracy, and helps in learning touch typing
through interactive lessons and progress tracking.

3 Trsiter AfreaR I1fa 3R TERdr sorar § 3R geifFed et g werfa ST & aAres &
o ersiier @

6. Mention the finger allocation of keys of the Bottom Row of computer keyboard. /
FeX FaE # afew O A Fioat ¥ R AR = e T

Answer: Left hand: Z (little finger), X (ring), C (middle), V (index); Right hand: B (index), N
(middle), M (ring), , (little finger).

3R 15 g1 Z (S1E 3rel), X (Ra), C (#7e7), V (33%0); &15 @12 B (339d), N (7E), M (Ran),
(BIET 3aren)



