MANUALS

1. Most computer printers use either 10-pitch or 12-pitch type.  To find out what type sizes your printer has:

A. Refer to the software manual.

B. Look on the back of the keyboard for the small print.

C. Refer to the user’s manual that accompanies your equipment.

2. The equipment manual that accompanies most microcomputer hardware gives:

A. Specifics and details on that particular machine. 

B. Problems for keying. 

C. Solutions to keying problems.

D. Suggestions for formatting letters.

3. When formatting a document using a microcomputer system, margins are set by:

A. Depressing the control key.

B. Following the directions for the software being used.

C. Setting the margins on the printer.

D. Using the margin key set on the keyboard.

4. To move a long paragraph from the beginning to the end of a letter when using word processing, you should:

A. Refer to the software manual for directions.

B. Delete the whole paragraph first.

C. Use the backspace key.

D. Refer to the printer’s manual for directions.

5. Why should you read the manual that accompanies each piece of computer equipment before attempting to operate it or set it up?

A. Because you have paid too much for it.

B. To make sure you connect and use it properly.

C. To see if you can key fast enough.

D. To test your reading skills on technical manuals.

6. Computer hardware and software come with all of the following EXCEPT:

A. Helpful documentation.

B. List of user passwords.

C. Technical manuals.

D. User’s guide 

7. Where is the best place to look for information on how to use, repair, and understand you computer or software?

A. Teachers answer book.

B. Textbook.

C. Typing book.

D. User’s guide 

8. Most word processing programs are similar; therefore:

A. All programs use the same function keys.

B. You should buy the cheapest.

C. You should refer to the manual for specific instructions.

D. You won’t need to refer to the software manual.

9. Which of the following WILL NOT be found in the operating instructions for you software?

A. Directions for setting margins. 

B. Directions for double spacing text.

C. Instructions for changing the default tab settings.

D. Instructions for changing the ribbon on a printer.

10. Though microcomputers do many tasks for us. the operator must still be able to:

A. Key the data very fast.

B. Read and follow operating instructions from the manuals.

C. Understand programs in order to use the Internet.

D. Write programs in order to use the computer.

11. Before using any computer equipment, you should:

A. Call the manufacturer.

B. Experiment using trail size.

C. Plug it in immediately.

D. Read the manual for instructions.

12. If your printer does not work properly, the best source of information is the:

A. Dictionary.

B. Equipment manual.

C. Microcomputer.

D. Textbook.

13. Which of the following NOT included in the operations manual for a printer?

A. Directions for turning printer on and off.

B. How to connect the printer to the computer.

C. How to load paper.

D. Where to buy the cheapest computer book.

