

	[HOLIDAY WORK SHEET (UNIT1 TO UNIT3 PART A & PART B)]
	| SUBJECT NAME| IT(402) WORK SHEET


Class: IX
ANSWER THE FOLLOWING QUESTIONS				Total Mark: 30
(1 mark each question)
1. Which of the following is NOT an element of communication within the communication process cycle?
a) Channel
b) Receiver
c) Sender                                         
d) Time
2. Why do we send emails?
(a) To reach on time
(b) To share documents and files
(c) To talk to each other
(d) To meet each other
3. Which of these is not an appropriate non-verbal communication at work?
(a) Putting arm around a coworker’s shoulder
(b) Shaking hands firmly
(c) Looking at the speaker with a smile
(d) Standing with an upright posture
4. Identify the subject in the sentence, “The children played football.”
(a) The children
(b) Children played
(c) Played
(d) Football
5. You say ‘Good Afternoon’ when it is ______________.
a) 10 am 
b) 11.59 am
c) 6 pm 
d) 1 pm
6. Rahul gets feedback on his project work from his class teacher. Which of these options demonstrates positive attitude in this situation?
(a) Rahul ignores the feedback.
(b) Rahul takes the feedback but does not use it.
(c) Rahul tells others that the teacher is wrong.
(d) Rahul learns from the feedback and makes his project work better.
7. Which of the following is not a self-management skill?
a) Problem solving
b) Bargaining
c) Understanding self
d) Confidence building
8. Grooming is a term associated with
a) time management
b) problem solving
c) neat and clean appearance
d) self-management 
9. What is the best way to start our day positively?
(a) Think about all that can go wrong.
(b) Think about the difficult test you will face during the day.
(c) Think about all your accomplishment so far and feel good about it.
(d) Think about the traffic on the road and feel stressed.
10. Which of the following is a quality of a self - confident person?
A: Patient
B: Compassionate
C: Committed
D: Passionate
11. Which part of the home screen is visible on all pages?
a) Status bar
b) Main icon area
c) Dock
d) Clock
12. What does GPS stand for?
a) Global Positioning System
b) Global Payment System
c) Global Program System
d) Global Pointing System
13. There is a talent contest in your town. For participating in the audition, you have to send a recording of a song. What would you connect to your computer to record your song?
a) Keyboard
b) Microphone
c) Scanner
d) Mouse
14. Which of the following is a valid file extension for Notepad file? Tick mark the correct answer.
a) .jpg
b) .doc
c) .text
d) .txt
15. Shortcut key to copy any text is
a) CTRL + C
b) CTRL + B
c) CTRL + N
d) CTRL + P

16. ICT stands for :
a. Information and Communication Technology
b. Information and Communication Terminology
c. Information and Common Technology
d. Information to Communication Technology
17. Raw facts and figures is called ____________________
  	a. Information
b. processed data
c. Data
d. None of the above
18. ITeS is also called __________________that cover the entire operations which exploit Information Technology for improving the efficiency of an organisation.
a. web-enabled services
b. remote services
c. both of the above
d. none of the above
19. MNCs have their headquarters _______ India.
a. Outside
b. Inside
c. None of the above
20. Barcode on a book makes it easier for the library ______________
a. to a keep track of books.
b. to check availability of a specific book
c. Both of the above
d. None of the above
21. Special keys labelled F1 to F12 is called _________________
a. Return keys
b. Function keys
c. Ctrl keys
d. None of the above
22. Numeric keypad contains _________________
a. numbers 0 to 9
b. addition (+), subtraction (–), multiplication (*) and division (/) symbols
c. a decimal point (.)
d. All of the above
23. Alphabets _____________ are home keys for the left hand.
a. ASDF
b. ASD
c. ZXCV
d. QWER
24. Alphabets ___________ are home keys for the right hand.
a. LKJ
b. (semi-colon) LKJ
c. POIU
d. None of the above
25.  On a computer keyboard, keys ‘F’ and ‘J’ are called ______________ for left and right hand, respectively
a. Corner Keys
b. Guide keys
c. Sub Keys
d. Home Keys
26. Letters, reports, thesis, manuscripts etc. are examples of ______
a. Documentation
b. Documents
c. Both of the above
d. None of the above
27.  ___ is the use of computer software to enter, edit, format, store, retrieve and print the document.
a. Word processing
b. Word processor
c. Documentation
d. None of the above
28. A ______ is a computer application used for edit, format, store, retrieve and print the document.
a. Word Processing
b. Digital Documentation
c. Word Processor
d. None of the above
29. In typewriter, if any typing error occurs then ___________
a. it can be easily rectified
b. needs to use special eraser
c. whole sheet is required to be typed again
d. none of the above
30. Advantages of Electronic Typewriter is/are ________
a. It is possible to make changes in the content.
b. We can make multiple copies with minor changes.
c. Both of the above
d. None of the above
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