CA201
Class Activity
Week 2-1

Student ______________________


1. Cut and Paste is for moving text (True / False)

2. What is purpose of CTRL+SHIT+ F8?

3. To cut a text we use what key combination ________________+__________________________.
4. To copy a text we use what key combination ________________+_________________________.

5. Short cut to move paragraph up and down ___________+___________+____________________.

6. To covert the words into upper, lower, and initial cap ________________+__________________.

7. What is the use of Shift + F4 _______________________________________________________.

8. ? will search _____________________ character
9. * will search _____________________ characters

10. One of the specified characters will be used in search by using which of the following:
a. { }

b. [ ]

c. ( )

d. < >

11. Drag and Drop is similar to:

a. Copy and Paste

b. Cut and Paste

c. Move to Recycle bin

d. None of the Above

12. To select a word:

a. Single click 

b. Double click 

c. Triple click 

d. Ctrl Click

13. To select a paragraph:

a. Single click 

b. Double click 

c. Triple click 

d. Ctrl Click

14. To select item that are not next to each other:

a. Hold down CTRL and click and make selection

b. Hold down SHIFT and click and make selection

c. Hold down CTRL +SHIFT and click and make selection

d. Hold down ALT and click and make selection

15. To select a vertical Block:

a. Hold down CTRL and then drag mouse over text

b. Hold down SHIFT and then drag mouse over text

c. Hold down ALT and use arrow keys to select text

d. Hold down ALT and then drag mouse over text
1. In Find command what parenthesis you use for finding any single character in range:

e. ( )

f. { }

g. [ ]

h. < >

2. In find command which of the following will be used to find any single character except the characters in the range inside the brackets 
i. ![e-p]

j. [!e-p]

k. !(e-p)

l. NOT[e-p]
3. In find command which character will find one or more occurrences of the previous character or expression.
m. @

n. #

o. Q

p. <
4. ed> finds “education”, and “Edward” (True/False) if false Why __________________________
5. <de finds “Denmark" and "denim" (True/False) if false Why _____________________________
6. AutoCorrect corrects works only when you want it (True/False)
7. The following short is great for repeating previous word command, or typed word
q. F1
r. F2

s. F3

t. F4

8. Reference and research tools include:

u. Thesaurus

v. Synonyms

w. Research service

x. None of the Above

9. AutoText is similar to AutoCorrect (True / False)
10. AutoText is does not work when you want. (True / False)
11. Thesaurus is to look up alternative words or synonyms for a selected word. (True / False)
12. Word has both multi-language dictionary and translation feature. (True / False)
13. Outline view enables you to see only the headings of a document. (True / False)
14. Proofreading involves checking the spelling of words and correcting grammatical errors. (True / False)
