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IntroductionIntroduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn’t just about
memorization, it’s about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You’ll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question right the first
time, it’s about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here’s how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!
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Questions
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1. How is a repeated word counted in terms of typing errors?
A. As 2 errors
B. As 1 error
C. As no error
D. As 3 errors

2. What is the purpose of using shorthand notes during typing practice?
A. To increase the number of errors
B. To help improve speed and efficiency
C. To make typing practice more complex
D. To distract the typist

3. How many times should you press the Tab key to insert one blank line
between typed lines?
A. 1 time
B. 2 times
C. 3 times
D. 4 times

4. What is a recommended frequency for taking typing practice tests?
A. Only in the beginning of the course
B. Every day
C. Regularly throughout the practice period
D. Once a year

5. When typing, where should the closing quotation mark be placed in relation
to a period or comma?
A. After the period or comma
B. Before the period or comma
C. On the same line as the period or comma
D. It can be placed anywhere
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6. What is the primary purpose of the Enter key in typing?
A. To move the cursor left
B. To create a new line or execute a command
C. To change font styles
D. To switch between applications

7. Is it correct to space between initials in a person's name?
A. True
B. False
C. Sometimes
D. Depends on the name

8. What is the primary goal of the Keyboarding OST-131 course?
A. To develop proficiency in touch typing and improve typing speed and

accuracy
B. To teach the history of typing methods
C. To familiarize students with different keyboard layouts
D. To increase knowledge of software applications

9. How much space should be left after a question mark at the end of a
paragraph?
A. No space
B. One space
C. Two spaces
D. Half a space

10. What does the backspace key do?
A. Clears the entire line
B. Deletes the last character typed
C. Moves the cursor to the left
D. Inserts a space
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Answers
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1. B
2. B
3. B
4. C
5. B
6. B
7. B
8. A
9. B
10. B
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Explanations
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1. How is a repeated word counted in terms of typing errors?
A. As 2 errors
B. As 1 error
C. As no error
D. As 3 errors

A repeated word is typically counted as one error in typing tests. The rationale behind this is that each instance
of a word, regardless of how many times it appears consecutively, represents a single mistake in that context.
For instance, if a typist types "the the" instead of simply "the," it is viewed as one error because the focus is on
the integrity of the sentence rather than penalizing multiple instances of the same mistake in a repetitive
manner.  This approach allows for a more streamlined assessment of typing accuracy, encouraging typists to be
mindful of their word choice rather than being overly concerned about counting multiple instances of the same
error. In contrast, counting repeated words as multiple errors could lead to an inflated error rate, making the
evaluation less reflective of a typist’s actual skill level. This method helps maintain a fair assessment of a
typist’s performance.

2. What is the purpose of using shorthand notes during typing practice?
A. To increase the number of errors
B. To help improve speed and efficiency
C. To make typing practice more complex
D. To distract the typist

Using shorthand notes during typing practice serves the purpose of helping improve speed and efficiency. When
typists utilize shorthand, they are often focusing on capturing ideas and concepts quickly rather than getting
bogged down in the minutiae of fully formed sentences. This approach enables them to develop a rhythm and
flow in their typing, as they learn to recognize patterns and shortcuts that can minimize finger movement and
increase overall typing speed.  Furthermore, shorthand allows typists to concentrate on the physical skill of
typing without overthinking the content they are writing. As a result, practicing with shorthand can lead to
enhanced muscle memory and efficiency, which translates into faster typing speeds and improved accuracy over
time. By focusing on the essence of the message rather than the elaborate structure, typists can foster a more
productive practice experience.

3. How many times should you press the Tab key to insert one blank line
between typed lines?
A. 1 time
B. 2 times
C. 3 times
D. 4 times

Pressing the Tab key generally moves the cursor to the right, aligning text according to the set tab stop, rather
than inserting a blank line. To create a blank line between the typed lines, it is common practice to press the
Enter key to create a new line, which acknowledges the line spacing set in the document.   However, if the
working environment requires a specific spacing between paragraphs, such as double-spacing, pressing the
Enter key may be followed by pressing the Tab key afterward for formatting, leading to the conclusion that
pressing the Enter key effectively does the work of adding one blank line. If a specific standard is being followed
that requires additional spacing beyond the standard single space, pressing the Enter key twice could achieve
that effect since it adds another line. Thus, if the formatting in a document is set for double spacing, pressing the
Tab key after each line creates that extra line space.   This establishes that the answer indicates pressing the
Tab key twice aligns with inserting a blank line when accounting for formatting practices in processed text or
certain conventions in documents that stipulate the additional space by maintaining organized appearance.
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4. What is a recommended frequency for taking typing practice tests?
A. Only in the beginning of the course
B. Every day
C. Regularly throughout the practice period
D. Once a year

Taking typing practice tests regularly throughout the practice period is essential for effective skill development.
Consistent practice helps reinforce muscle memory and improve both speed and accuracy. By taking tests on a
regular basis, a learner can track their progress over time, identify areas where they need to improve, and build
their confidence. Regular assessments also ensure that skills are fresh and that the typist remains engaged with
the material, fostering a better learning experience overall.  In contrast, limiting practice tests to only the
beginning of a course can lead to stagnation in skills, as the typist may not adequately measure or monitor their
improvements. Practicing every day might be excessive for some learners and could lead to burnout if not
balanced with rest. Taking tests once a year is too infrequent and would not allow for timely feedback or
necessary adjustments to practice routines. Regular assessments, therefore, offer the optimal approach for
sustained skill enhancement in keyboarding.

5. When typing, where should the closing quotation mark be placed in relation
to a period or comma?
A. After the period or comma
B. Before the period or comma
C. On the same line as the period or comma
D. It can be placed anywhere

The correct placement of the closing quotation mark in relation to a period or comma follows a specific
convention that is important for clarity and adherence to grammatical standards. The closing quotation mark
should be placed before the period or comma. This structure maintains the integrity of the quoted material and
properly indicates the end of the quotation.  For instance, when you have a sentence that includes a quote, such
as: "The sky is blue", it is clear that the sentence is concluding with the period placed after the closing quotation
mark. This keeps the quotation intact as a single cohesive unit, making it obvious that the quote is a distinct part
of the statement, and it adheres to common styles of punctuation in English grammar.  This convention helps
avoid ambiguity for the reader and contributes to a smooth reading experience. Misplacing the quotation mark
can lead to confusion about where a quotation ends and where the sentence's punctuation begins. Therefore,
placing the closing quotation mark before the period or comma is the accepted practice in most writing styles.

6. What is the primary purpose of the Enter key in typing?
A. To move the cursor left
B. To create a new line or execute a command
C. To change font styles
D. To switch between applications

The primary purpose of the Enter key in typing is to create a new line or execute a command. This function
facilitates the entry of data in text documents and forms, allowing users to start a new paragraph or line without
needing to manually position the cursor. Additionally, when used in various software applications, pressing the
Enter key can also execute commands, such as confirming settings or submitting forms.   This makes the Enter
key an essential component of typing and keyboard navigation, as it streamlines the process of inputting and
organizing text.
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7. Is it correct to space between initials in a person's name?
A. True
B. False
C. Sometimes
D. Depends on the name

Spacing between initials in a person's name is generally not correct. Initials represent the first letters of a
person's given names and are typically written without spaces between them. For example, if a person's name is
John Paul Smith, the initials would be "J.P.S." The absence of spaces maintains the integrity and clarity of the
initial format, making it easily recognizable as a representation of the full name, rather than separating each
initial into distinct elements.  In certain styles or contexts, like shorthand or specific naming conventions, one
might encounter varied representations of initials, but in standard name formatting, spacing is not employed.
The understanding of this rule helps in maintaining consistency and professionalism in written communication,
particularly in formal documents or professional settings.

8. What is the primary goal of the Keyboarding OST-131 course?
A. To develop proficiency in touch typing and improve typing speed and

accuracy
B. To teach the history of typing methods
C. To familiarize students with different keyboard layouts
D. To increase knowledge of software applications

The primary goal of the Keyboarding OST-131 course is to develop proficiency in touch typing and improve
typing speed and accuracy. Mastering touch typing allows students to input information more efficiently and
with greater precision, which is essential in today’s technology-driven environment. This skill set not only
enhances productivity in personal and professional settings but also lays a foundational skill that students can
build upon as they advance in administrative and technical tasks.   While learning about the history of typing
methods or different keyboard layouts may supplement a student’s knowledge of typing, these aspects do not
form the core aim of the course. Additionally, although increasing knowledge of software applications is
valuable, it is not the primary focus of a course specifically aimed at keyboarding skills. The emphasis on speed
and accuracy in touch typing ensures that students are well-prepared for real-world demands where efficient
data entry is crucial.
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9. How much space should be left after a question mark at the end of a
paragraph?
A. No space
B. One space
C. Two spaces
D. Half a space

After a question mark at the end of a paragraph, the standard practice is to leave one space before starting the
next sentence. This convention aligns with general typing and printing guidelines developed over many years,
which dictate that one space is sufficient to indicate the end of a sentence, allowing for clear readability and
proper formatting.  Historically, some typists were taught to use two spaces after a period at the end of a
sentence for better clarity, particularly in typewritten documents. However, with modern word processing and
sophisticated font technology, the emphasis has shifted to a single space being adequate. This single-spacing
ensures that text appears clean and maintains an even flow.  Leaving no space or utilizing half a space would
not conform to standard writing practices and could lead to confusion or make the text appear cluttered. Using
two spaces, while once common, is generally viewed as outdated in contemporary digital typing standards. Thus,
the preference for leaving one space after a question mark is both a stylistic choice and a norm in the modern
written language.

10. What does the backspace key do?
A. Clears the entire line
B. Deletes the last character typed
C. Moves the cursor to the left
D. Inserts a space

The backspace key is specifically designed to remove the last character typed in a text document. When you
press the backspace key, it deletes the character located immediately before the cursor's current position,
allowing for quick corrections without needing to retype the text. This function is essential for editing, as it helps
users to efficiently manage typographical errors while typing.  In contrast, clearing the entire line, moving the
cursor to the left, or inserting a space are functionalities associated with other keys. The backspace key does not
fulfill those roles; instead, it concentrates on modifying the text by deleting characters one at a time, making it a
fundamental tool for anyone engaged in keyboarding tasks.
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Next StepsNext Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://keyboardingost131.examzify.com

We wish you the very best on your exam journey. You've got this!
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