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1. What should you always do before sending an email to
ensure accuracy?
A. Ensure all recipients are in the 'To' field
B. Proofread for complete sentences and proper grammar
C. Use a formal closing signature
D. Attach necessary documents

2. What is the purpose of touch typing?
A. To enhance handwriting speed
B. To improve social skills
C. To type efficiently without looking at the keyboard
D. To memorize keyboard shortcuts

3. What does the 'Find' feature do in a document?
A. It changes all instances of a word to another
B. It allows you to locate specific words or phrases within the

document
C. It highlights all errors in the document
D. It helps to organize the document into sections

4. What is the term for systematic discrimination in AI
decision-making influenced by prejudiced data?
A. Data discrimination
B. Algorithmic bias
C. Operational bias
D. Cognitive bias

5. What does the term 'header' refer to in a document?
A. Text that appears at the bottom of every page
B. Text that appears at the top of every page
C. Footnotes and citations in a document
D. The title of the document only
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6. What does 'digital amplification' refer to in the context of
AI?
A. AI decreasing the influence of digital content
B. AI enhancing the reach and influence of digital content
C. The digital dissemination of well-researched content
D. AI filtering out irrelevant content for users

7. What is Email Tip #1 for emailing a teacher?
A. Use a casual email address
B. Use a professional email address
C. Use a fictional email address
D. Use an anonymous email address

8. What is line spacing and how does it affect readability?
A. It is the space between paragraphs; too much space reduces

readability
B. It is the vertical space between lines of text; appropriate

spacing increases readability
C. It is the horizontal spacing between words; it enhances

clarity
D. It refers to the font size used in the text; larger sizes

confound readability

9. Why is it important to save your work frequently?
A. To make sure it is printed correctly
B. To prevent data loss due to unexpected issues
C. To ensure the document is saved in multiple formats
D. To allow for easier formatting changes later

10. Which formatting option increases the space between
lines of text?
A. Indentation
B. Line spacing
C. Margins
D. Font style
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Answers
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1. B
2. C
3. B
4. B
5. B
6. B
7. B
8. B
9. B
10. B
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Explanations
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1. What should you always do before sending an email to
ensure accuracy?
A. Ensure all recipients are in the 'To' field
B. Proofread for complete sentences and proper grammar
C. Use a formal closing signature
D. Attach necessary documents

Proofreading for complete sentences and proper grammar is an essential step before
sending an email because it helps ensure clarity and professionalism in your
communication. Proper grammar and sentence structure contribute to the overall
readability of the message, making it easier for recipients to understand your intent.
Mistakes in grammar or unclear sentences can lead to misunderstandings, diminish the
credibility of the sender, and reflect a lack of attention to detail.  While having recipients
in the 'To' field, using a formal closing signature, and attaching necessary documents are
also important factors in email etiquette, they do not address the clarity and
professionalism of the written content itself. Ensuring well-constructed sentences and
correct grammar is foundational to effective communication.

2. What is the purpose of touch typing?
A. To enhance handwriting speed
B. To improve social skills
C. To type efficiently without looking at the keyboard
D. To memorize keyboard shortcuts

The purpose of touch typing is to type efficiently without looking at the keyboard. This
technique allows individuals to press the correct keys by muscle memory, which
significantly increases typing speed and accuracy. By learning touch typing, typists can
focus on the screen or their written work rather than glancing down at the keys, leading
to a smoother and more productive typing experience. This skill is particularly valuable
in various professional environments where fast and accurate typing is essential for tasks
such as data entry, transcription, and overall communication.   While enhancing
handwriting speed, improving social skills, and memorizing keyboard shortcuts are
important in their own contexts, they do not directly relate to the primary objective of
touch typing, which centers on the ability to type effectively without the need to visually
reference the keyboard.

3. What does the 'Find' feature do in a document?
A. It changes all instances of a word to another
B. It allows you to locate specific words or phrases within the

document
C. It highlights all errors in the document
D. It helps to organize the document into sections

The 'Find' feature in a document is designed specifically to locate specific words or
phrases within the document. This functionality is particularly useful for users who need
to quickly navigate to a particular section of text without scrolling through the entire
document. By using this feature, you can enter the desired word or phrase, and the
software will highlight or take you directly to each occurrence of that text, making it easy
to identify and reference important information or confirm the presence of specific
content. This capability enhances efficiency and productivity, especially in lengthy
documents.
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4. What is the term for systematic discrimination in AI
decision-making influenced by prejudiced data?
A. Data discrimination
B. Algorithmic bias
C. Operational bias
D. Cognitive bias

The term that accurately describes systematic discrimination in AI decision-making
influenced by prejudiced data is algorithmic bias. This concept refers to the ways in
which an algorithm can produce results that are systematically prejudiced due to
erroneous assumptions in the machine learning process. These biases can arise from
several factors, including biased training data, flawed data collection methods, or even
the design of the algorithms themselves.  Algorithmic bias is particularly critical because
it can lead to unfair outcomes in various applications, such as hiring, law enforcement,
and loan approvals, where biased data might reinforce stereotypes or unequal treatment
of certain groups. When algorithms are trained on data that reflect societal biases, they
can perpetuate and even exacerbate these biases in the decision-making process.
Understanding and identifying algorithmic bias is crucial for creating fair and equitable
AI systems.

5. What does the term 'header' refer to in a document?
A. Text that appears at the bottom of every page
B. Text that appears at the top of every page
C. Footnotes and citations in a document
D. The title of the document only

The term "header" in a document specifically refers to the text that appears at the top of
every page. This can include various elements such as the document title, chapter name,
or page numbers. Headers serve as a way to provide context and continuity to the
document, reminding readers of the content or section they are reading as they navigate
through multiple pages. The formatting of headers can be consistent throughout the
document, enhancing its overall organization and professionalism.  In contrast, the
bottom of the page is designated for footers, which contain different types of
information, such as page numbers or additional notes. Footnotes and citations typically
appear within the body of the text or as endnotes rather than in the header. Finally, while
a document's title may be included in the header, the definition of a header is broader
and not limited to just the title.

9Sample study guide. Visit https://keyboardingformatting.examzify.com for the full version

SA
M

PLE



6. What does 'digital amplification' refer to in the context of
AI?
A. AI decreasing the influence of digital content
B. AI enhancing the reach and influence of digital content
C. The digital dissemination of well-researched content
D. AI filtering out irrelevant content for users

Digital amplification in the context of AI refers to the process through which artificial
intelligence enhances the reach and influence of digital content. This involves algorithms
that curate, promote, and distribute content more effectively across platforms, ensuring
that it reaches a larger audience. By leveraging data analytics and user engagement
metrics, AI can identify what content resonates best with users, allowing it to optimize
visibility and impact.  This functionality enables businesses and creators to connect with
their target audiences more efficiently. It plays a crucial role in marketing strategies,
social media interactions, and content sharing. As a result, the correct choice highlights
AI's role in expanding digital content's visibility and effectiveness in digital ecosystems.

7. What is Email Tip #1 for emailing a teacher?
A. Use a casual email address
B. Use a professional email address
C. Use a fictional email address
D. Use an anonymous email address

Using a professional email address when communicating with a teacher is important
because it conveys respect and seriousness. A professional email address typically
includes your name or a variation of it, which helps the teacher easily identify who is
reaching out. This fosters a sense of professionalism and dedication to your studies,
which can create a positive impression. In educational environments, clarity and
professionalism are essential for effective communication, as they demonstrate that you
value the correspondence and the time of the teacher. Moreover, it helps maintain an
appropriate level of formality in the student-teacher interaction, which is crucial in
academic settings.

8. What is line spacing and how does it affect readability?
A. It is the space between paragraphs; too much space reduces

readability
B. It is the vertical space between lines of text; appropriate

spacing increases readability
C. It is the horizontal spacing between words; it enhances

clarity
D. It refers to the font size used in the text; larger sizes

confound readability
Line spacing refers to the vertical space between lines of text within a paragraph. Proper
line spacing is crucial for readability because it impacts how easily a reader can follow
along without losing their place. When the spacing is too tight, lines can appear
crammed together, making it difficult for the eyes to distinguish one line from another,
which can cause strain and hinder comprehension. Conversely, when the spacing is too
loose, it can create unnecessary gaps that may disrupt the flow of reading. An
appropriate amount of line spacing strikes a balance that allows readers to navigate
through text comfortably and efficiently, enhancing their overall reading experience.
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9. Why is it important to save your work frequently?
A. To make sure it is printed correctly
B. To prevent data loss due to unexpected issues
C. To ensure the document is saved in multiple formats
D. To allow for easier formatting changes later

Frequent saving of work is essential primarily to prevent data loss due to unexpected
issues. Situations such as power outages, software crashes, or hardware failures can
occur without warning, leading to the loss of hours of work if it has not been saved.
Regularly saving ensures that you maintain a current version of your document, allowing
you to recover your progress in the event of a problem. This practice not only protects
against unforeseen incidents but also helps you stay productive by minimizing potential
setbacks.

10. Which formatting option increases the space between
lines of text?
A. Indentation
B. Line spacing
C. Margins
D. Font style

Line spacing is the formatting option that specifically increases the space between lines
of text. This adjustment allows for greater readability and can create a more visually
appealing layout in documents. By setting the line spacing to a certain measurement
(such as single, 1.5, or double spacing), users can control how much distance there is
between each row of text, which can be particularly important in lengthy documents,
academic papers, or any context where clarity is paramount.  While indentation refers to
the space added at the beginning of a paragraph to create visual structure, it does not
affect the space between the lines themselves. Margins determine the white space
around the edges of the page, affecting how much text fits on the page but not the
spacing within the text itself. Font style impacts the appearance of characters and
typography but does not influence line spacing. Thus, line spacing is the clear and
relevant choice for adjusting the vertical space between lines in a document.
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