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Level A 

 

1. To touch type, you look at ... 

A) the keys 
B) your fingers 
C) neither the keys nor your fingers 

2. When typing, you need to use a chair with adjustable height. True or false? 

A) True 
B) False 

3. To delete a letter, use the ... 

A) delete key 
B) tab key 
C) spacebar 

4. You can create a new line by pressing the ... 

A) tab key 
B) enter (or return) key 
C) shift key 

5. In touch typing, you press the space bar to create a space between words or numbers. True 
or false? 

A) True 
B) False 

6. To create a capital letter, hold down the tab key. True or false? 

A) True 
B) False 

7. If you press the caps lock key, all the letters will appear in upper case. True or false? 

A) True 
B) False 
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8. When typing on the computer, you should ... 

A) cross your legs 
B) keep your feet on the floor 
C) Keep your feet to one side 

9. When touch typing, the home keys for the left hand are ... 

A) ; L K J 
B) A S D F 
C) D F G H 

10. When touch typing, the home keys for the right hand are ... 

A) ; L K J 
B) A S D F 
C) D F G H 
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Level B 

 

1. The standard computer keyboard is called a QWERTY keyboard because ... 

A) these are the easiest letters to type 
B) QWERTY is a brand name 
C) the location of the keys on the keyboard 

2. When touch typing, the home keys are ... 

A) A S D F    ; L K J 
B) QWERTY 
C) Z X C V , M N B 

3. When typing on a computer, your eyes should be ... 

A) level with the bottom of the monitor screen 
B) level with the top of the monitor screen 
C) level with the middle of the monitor screen 

4. When touch typing, the little finger on your right hand should rest on the ... 

A) A key 
B) J key 
C) ; (semi-colon) key 

5. When touch typing, the little finger on your left hand should rest on the ... 

A) A key 
B) J key 
C) ; (semi-colon) key 

6. You can cause damage to your fingers or wrists if you don't take regular breaks away from 
the computer. True or false? 

A) True 
B) False 

7. To type a letter in lower case ... 

A) press the letter key 
B) hold the shift key and press the letter key 
C) press the caps lock key 
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8. To type a letter in upper case (capitals) ... 

A) press the letter key 
B) hold the shift key and press the letter key 
C) press the tab key 

9. To type a number ... 

A) press and hold the shift key and then the number key 
B) press the number key 
C) press the caps lock key 

10. To type a symbol above a number key ... 

A) press the symbol key 
B) press and hold the shift key and then press the symbol key 
C) press the tab key 
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Level C 

 

1. To keep typing in capital letters ... 

A) hold down the shift key 
B) press the caps lock key 
C) hold down the Enter key 

2. To make a large space between words ... 

A) press the tab key once 
B) press the space bar once 
C) press the caps lock key  

3. To move the cursor down a line to start a new paragraph ... 

A) use the spacebar 
B) use the tab key 
C) use the Enter (or Return) key 

4. To create single spaces between words ... 

A) use the Enter key 
B) the Tab key 
C) the spacebar 

5. When using the backspace to delete text, put the cursor ... 

A) to the left of the word 
B) to the right of the word 
C) wherever you like 

6. To move the cursor halfway down the page .. 

A) use the down arrow key 
B) use the tab key 
C) use the spacebar 

7. When typing on a computer, you can choose the type and size of font you want. True or 
false? 

A) True 
B) False 
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8. The font is ... 

A) the size of the letters 
B) the kind of typeface 
C) a sequence of letters 

9. When typing on a compter screen, you can also use the mouse to help you move around the 
document. True or false? 

A) True 
B) False 

10. Whe typing on a computer keyboard, you need to check that the computer screen is ... 

A) bright 
B) shaded 
C) at the correct brightness to suit the room 
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Answers 

Level A 

 

1. To touch type, you look at ... 

The correct answer is: C. When you touch type, you look at the copy holder and the computer 
screen. 

 

2. When typing, you need to use a chair with adjustable height. True or false? 

The correct answer is: A. True. If you don't have an adjustable chair, you will need to adjust 
the height of the computer desk. 

 

3. To delete a letter, use the ... 

The correct answer is: A. the delete key. You need to position the cursor to the left of the 
letter you want to take out, then press the delete key. 

 

4. You can create a new line by pressing the ... 

The correct answer is: B. the Enter (or return) key.  This is usually the largest key which you 
press with the little finger of your right hand when your fingers are on the home keys 

 

5. In touch typing, you press the space bar to create a space between words or numbers.  True 
or false? 

The correct answer is: A. True. The space bar is the long key on the keyboard. In touch typing 
you use one of your thumbs to press the space bar to create a space. 

 

6. To create a capital letter, hold down the tab key. True or false? 
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The correct answer is: B. False. To create a capital letter, you hold down the shift key and 
press the letter you want. 

 

7. If you press the caps lock key, all the letters will appear in upper case. True or false? 

The correct answer is: A. True. When the caps lock key is on, all the letters will be capitals.  
So check this when typing! 

 

8. When typing on the computer, you should ... 

The correct answer is: B. You should keep your feet on the floor when typing as this is the 
best position for your posture. 

 

9. When touch typing, the home keys for the left hand are ... 

The correct answer is: B. The answer is ASDF.  These letters are in the middle row of letters 
on the keyboard 

 

10. When touch typing, the home keys for the right hand are ... 

The correct answer is: A. The answer is  ; LKJ.  These letters are in the middle row of letters 
on the keyboard 
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Level B 

 

1. The standard computer keyboard is called a QWERTY keyboard because ... 

The correct answer is: C. The letters QWERTY can be found on the left of the top row of 
letters on the keyboard. 

 

2. When touch typing, the home keys are ... 

The correct answer is: A. The home keys are the keys in the middle row of the keyboard.  
From the home keys you can use your fingers to reach all other letters, numbers and symbols 
on the keyboard. 

 

3. When typing on a computer, your eyes should be ... 

The correct answer is: B. In order to minimise the stress on your neck, your eyes should be 
level with the top of the monitor screen. 

 

4. When touch typing, the little finger on your right hand should rest on the ... 

The correct answer is:  C. ; The little finger on your right hand should be on the semi-colon 

key. 

 

5. When touch typing, the little finger on your left hand should rest on the ... 

The correct answer is: A. The little finger on your left hand should be on the A key. 

 

6. You can cause damage to your fingers or wrists if you don't take regular breaks away from 
the computer. True or false? 

The correct answer is: A. You need to take regular breaks to avoid being in the same position 
for a long time. This is to avoid conditions such as repetitive strain injury. 
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7. To type a letter in lower case ... 

The correct answer is: A. To type in lower case, you just need to press the letter you want. 

 

8. To type a letter in upper case (capitals) ... 

The correct answer is: B. To type a letter in capitals, you hold the shift key and press the letter 
key.  You can also press the caps lock key. 

 

9. To type a number ... 

The correct answer is: B. To type a number, just press the number key you want! 

 

10. To type a symbol above a number key ... 

The correct answer is: B. Hold the shift key down before pressing the key for the symbol you 
want. 
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Level C 

 

1. To keep typing in capital letters ... 

The correct answer is: B. Press the caps lock key to type in capitals.  Press the caps lock key 
again to type in lower case. 

 

2. To make a large space between words ... 

The correct answer is: A. The tab key allows you to indent the text, giving you a large space 
between words, letters or symbols. 

 

3. To move the cursor down a line to start a new paragraph ... 

The correct answer is: C. Use the Enter (or Return) key to move on to a new line when 
starting a new paragraph. 

 

4. To create single spaces between words ... 

The correct answer is: C. When touch typing, you can press the spacebar with your thumb to 
create a single space between words. 

 

5. When using the backspace to delete text, put the cursor ... 

The correct answer is: B. Press the backspace to delete a letter you have just typed. 

 

6. To move the cursor halfway down the page... 

The correct answer is: A. Press the down arrow key to move down the page. 
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7. When typing on a computer, you can choose the type and size of font you want. True or 
false? 

The correct answer is: A. True. You can choose a particular typeface, eg  Arial. You can also 
choose the size of font as well as the style, such as  bold or italic. 

 

8. The font is ... 

The correct answer is: B. Typefaces are commonly known as fonts. 

 

9. When typing on a compter screen, you can also use the mouse to help you move around the 
document. True or false? 

The correct answer is: A. true. Moving the mouse, or moving your finger over the touchpad on 
a laptop computer, allows you to move the cursor around a document. 

 

10. When typing on a computer keyboard, you need to check that the computer screen is ... 

The correct answer is: C. The brightness on the computer screen needs to be adjusted for the 
room. You can also use anti-glare screen filters. 


