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1. Underline the correct answer from each question. [9 marks]

a. Which of the following is a storage unit of measurement?
Megabyte
Megahertz
Megabit

b. Data transfer rates can be measured in:
Kilobytes per minute
Kilobits per second
Kilohertz per second

c. Which of the following can be used to connect to the internet?
An external hard disk
Mobile phone
A speaker
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d. Which of the following is a type of internet connection?
Infrared
Broadband
Bluetooth

e. What do Windows and Linux have in common?
They are application software
They are operating systems
They are hardware devices

f.  Which measure should primarily be carried out to protect information on a PC?
A username and password to log in
A router to secure the computer from online attack
Keep the computer in a locked room

g. Which of the following has the smallest storage capacity?
A 100 MB hard disk
A 100 KB hard disk
A 100 TB hard disk

h. Which of the following can be used to store files and folders permanently?
A network drive
RAM
A network adapter

i. Which of the following is an example of online storage facility?
Dropbox
Mozilla Firefox
Google Chrome

2. Mark the following with a T (True) or an F (False). [8 marks]

a. A dial-up connection is a very fast type of internet connection.

b. You cannot make changes to read-only files.

c. The * and ? are examples of wildcards.

d. Windows XP is an example of an application software.

e. The Operating System is usually found on the hard disk.

f. A DVD can hold less data than a CD.

g. A floppy disk can hold 650 MB of data.

h. This icon shows the default printer. '\ \@

Kullegg San Benedittu BS Kirkop Page 2 of 10



3. Answer the questions below. [13 marks]

a. Why is a network drive used?

b. Give two advantages of online file storage.
. (1)
. (1)

c. Write down 3 password policies which you should follow. (3)

d. What is the difference between an internal and an external hard disk? (1)

e. What is the difference between uploading and downloading of files? (1)

f.  Where should you click to view the list of recently used files on your computer? (1)

g. Why is it important to store your back-up files OFF-SITE? (1)

h. What does COMPRESSING a file mean? (2)
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4. Look at the icons below. What is the name of the file that Jonas needs to click

on if he wants to open the file types below?

File and Folder Tasks

L"j Make a new Folder

@ Publish this Folder ta the
W'eh

Other Places

@ Desktop

|‘J._j Iy Documents
:‘ My iZomplker
%J My Network Places

Details

T

& 8 [

Budget calculations
Microsoft Excel Workshest
14 KB

Letter to Maria
Microsoft Word Docurment
24 KB

sunny Malta
1280 x 503
PMG File

The CPU
Adobe Acrobat Document
183 KB

D Video,exe
32-hit Self-extractor module

veeed Software Inc, 1-450-,.,

[10 marks]

History af Malka
Microsoft PowerPoint Present. ..
akE

Students
Microsoft Cffice Access Applic...
g2 KB

Mew Stories (Highway Blues)
Marc Seales, composer, Mew ..
Speakin’ Dut

-
=
=

Countdown video animation
Widen Clip
51, 7e6 KE

AV

i B Gozo Photos
) 131 KB

File Type

File name

a.| A database file

b.| A picture

c. | A presentation

d.| An audio file

e.| A portable document format file

f. | A video

g. | An executable file

h.| A compressed file

i. | A word document

j- | A spreadsheet
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5. Look at the pictures below. Match the correct picture with its name. [7 marks]

SanDisk 2/

DVD
2.0c:
S
a.
Floppy disk
b.
Memory Card
C.
Hard disk
d.
e. What are the devices shown in the above pictures called?
f. List two other similar devices which are not listed above.
[ ]
[ ]
6. Fill in the blanks with the words below. [5 marks]
Byte kilobyte bit megabyte gigabyte
a. The smallest unit of measurement is called a
b. A group of 8 bits is called a
c. From the units in the box above the largest measurement is a
d. 1024 bytes make a
e. A is made up of about a million bytes.
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7. This question is about Search. [5 marks]

Ron wants to look for a file of which he has the | Searchbyanyorall ofthe criteria below.

all or part of the File name;

following information. Fill in the diagram with the I |
& word or phrase in the file:

following information, in order to help Ron search for | |
Lok i

the file. All the information must be included in the | | Local Hard Drives (C:) v|

»

YWhen was it modified?

O Don't remember
O within the lask week
O Past manth

Within the past vear
Specify dates

search.

File starts with letter F.

\ModfiedDate v |

File’s name is 6 letters long in all. fram | |
ta | |

What size is it?

o Don't remember

File is about 1.77MB. O Small {less than 100 KE)
O' Mediurn {less than 1 ME)

File was created in January 2012. R T LT
O- S_peu:if:;.-' size {ln KB]I

atleast w || D

File was created using MS PowerPoint.

»

YV V Vv V V¥V

More advanced options )

Back ] [ Search

8. Answer using the picture. (6 marks)

4 Properties
Genersl Securty | Custom || Summary
a. The file’s name is : LiE
b- The eXtenSIon IS - Tepe of file:  Microsoft Word Document
C The S|Ze |S Opens with: @ Microsoft Office Word
d The |aSt tlme that the f||e was opened _ Location: C:\Documents and Settings'schools_home' My Doc
Size: 357 MB (3,752 448 bytes)
Size on digk;  3.58 MB (3,756,032 bytes)
e. The file can be but it can’t be Created: 10 January 2011, 21:41:28
mOdIerd (Changed) Maodified: 11 Januany 2011, 01:10:02
' Accessed: 29 November 2017, 05:00:35
f. To view hidden files from Windows Explorer, —
AttribLtes: [ Hidden Advanced. ..
click on Menu, Folder
options, View.
[ Ik l I Cancel ] l Apply
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The following questions are about MS Word.

9. Match the non-printing formatting marks and symbols to the description.
[5 marks]

NEH RS SR TE s B0 00 EEG & 0% ,| 1

Snowboarding-is-a-sport-that-involves-descending: a-

slope- that- 1s- covered- with- snow- on- GSHUWbUHr 2

attached- to- a-rider's- feet- using- a- special- boot- set- onto-
mounted- binding.- The: development- of* snowboarding:
was- inspired- by- skateboarding,- sledding,- surfing- and-
skiing.-It-was-developed-in-the-U.S. A -in-the-1960s-and-
the: 1970s- and- became- a- Winter- Olympic- Sp{] n-
1998 ¢

4 Snowboarding........... |

Space
Tab
Enter

Show/Hide command

© a0 T ®

Registered Mark

10. Questions about HYPHENATION. [3 marks]

a. What is hyphenation?

(2) ] automatically hyphenate document
[ ] Hyphenate words in CAPS

o . osrdh 3

b.  Where in the dialog box should you |~/ = et 2ene .
. . Limit consecutive hyphens to: | Mo lirmit =

tick to allow hyphenation? (1) :

[ Manual... ] [ oK ] [ Cancel ]
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[2 marks]

11.  This question is about templates.
a) Which of these pictures shows a
MS WORD template file? - ,
] ]
b) What is the MS Word
template’s extension? Picture A Picture B
12. This question is about STYLES and FORMATTING. [14 marks]
New Style E'
Properties
Mame: Joe
Style type: Paragraph
Style based on: 1 Mormal
Style for following paragraph: 1 Jos= L¥S
Formatting -
Tahoma w20 W |B | I u &v
=== -== 15 £ =
Snowboarding...........
Mormal + Font: Tahoma, 20 pt, Bold, Font color: Bladk, Right
[] add to template [ ] automatically update
o ) [
i) Where in the Menu should you click to get this dialog-box.?
i) Answer the questions using the above dialog-box :
Name of new style:
b. Is it a Paragraph or Character type:
C. Font type:
Page 8 of 10
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d. Font Size: pts.
Is it B ld,) EStvlﬁan.dFormattin.g v x

e. s it Bold~ @0 A

f. Is it Underlined? Formatting of selected text

g. Is it Italics? CLASS 1

h. To change font, click on [ selectall | [ new Style... |

i A|ignment Pick formatting to apply
Clear Formatting

iiij  Answer using the picture: » | CL&ASS 1 [r;

a. To change existing style click S LTEmrel

- . Modify...

b To remove existing style click DDI 't
Delete. ..

C. The name of the style is: Update to Match Selection

. [T
d To create a new style click on:

13. This question is about Tables. Answer the following questions.(13 marks)

Maria created a table using MS Word.

I I
I I

I A

a. Fill in the dialog box with the no. of columns and rows. (2 marks)

Insert Table

Table size =
Murnber of columns: | st
Mumber of rows: v, .
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b. How do we delete a row? Put numbers accordingly.(2 marks)

Highlight row. Click on Row.
Click on Delete. Click on Table Menu.
C. How do we insert a row after ENGLISH? (2 marks)

1. Highlight row named

2. Click on Menu.

3. Clickon

4. Click on Rows

d. What is the purpose of this cross? (1mark)

e. Write the label number to show where Maria should click...... (6 marks)

Borders and Shading

Borders PBage Border | Shading™
Setting: Style: Preview

Click an diagram below or use
buttons to apply borders

width: B
Va pt w apply b -
N\ e &
I Show Toolbar J [ Harizontal Line. .. [0]'4 ] I Cancel

i. to setthe line width to 6pt
ii. toremove the border of the table
iii. to setthe border of the cell to red
iv. to change the border of cell to dotted
v. to change the shading of the cell background

vi. to set a shadowed border to the table
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