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This question is about Basic Concepts 

 

Underline the correct answer:   (14 x 2 Marks)  

1. Which one of the following statements about an E U L A is true?   
a.   It gives full ownership of the software to the user of the software.  
b.   It gives the user the exclusive right to copy and sell the software to other potential 

users.  
c.   It gives the user the right to modify the software.  
d.   It gives the user the right to install and run the software on a specified number of 

computers. 
 
 

2. What is a computer virus?   
a.   A hardware fault.  
b.   A faulty USB Flash Drive. 
c.   A program that can damage your computer.  
d.   An unwanted email. 

 
 
 

3. Which one of the following is a way to prevent the theft of data from a computer?  
a.   Use an up to date anti-virus program.  
b.   Back up data on a regular basis.  
c.   Remove the monitor when not in use.  
d.   Set up a username and password. 

 
 

4. Which one of the following is the best way to protect a computer against computer viruses?  
a.   Only virus-check e-mail attachments.  
b.   Update antivirus software on a regular basis.  
c.   Always make sure that the operating system is up to date.  
d.   Only download files from the Internet during business hours. 
 
 

5. Which one of the following should be carried out to safeguard files from loss in case the 
main copy is damaged?   
a.   Install more RAM.  
b.   Install password security.  
c.   Backup the files.  
d.   Install a firewall. 

 
 

6. Why is it important to make regular back-ups of your data?   
a.   To prevent loss of data.  
b.   Because it is the law.  
c.   To protect the monitor.  
d.   To increase storage capacity. 
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7. Where should you store backup copies of your data?   
a.   In a different folder on the same computer.  
b.   In your car.  
c.   In an off-site fire proof store.  
d.   Near the computer. 
 

8. The Data Protection Act is designed to:   
a.   Make personal data freely available.  
b.   Regulate the use of personal data.  
c.   Enforce deletion of personal data.  
d.   Create a permanent store for personal data. 
 

9. What is most likely to be affected by a computer virus?   
a.   Your keyboard.  
b.   Your monitor.  
c.   Your Data  
d.   Read Only Memory. 
 

10. What is controlled by software copyright regulations?   
a.   Number of copies sold.  
b.   Making software back up  
c.   Illegal distribution of software.  
d.   System requirements for the software installed. 
 

11. Which is the BEST way of preventing loss of data if there is a power cut?   
a.  Use a UPS.    
b.   Install an antivirus.  
c.   Ensure passwords are used.  
d.   Install a firewall. 
 

12. Which of the following is NOT a sensible precaution for preventing viruses on your 
computer?   
a.   Avoiding software from unreliable sources.  
b.   Turn off monitor when computer is not in use.  
c.   Don’t open email attachments from unknown sources. 
d.   Using antivirus software. 
 

13. Which of the following statements is NOT TRUE in relation to the Data Protection Act? The 
data user must ensure that the information   
a.   Is obtained fairly and accurately.  
b.   Is stored with proper security. 
c.   Is accurate and up to date. 
d.   Can be shared at any time. 
 

14. Which one of the following is a good password policy for an organisation?  
a.  All passwords are changed regularly.  
b.   All passwords are never changed.  
c.  All passwords are made up of less than four characters.  
d.   All passwords are made up of less than four numbers. 
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15. Fill in the blanks:   

 
EULA stands for E___________ U_______ ___  L_______ _____  __  A______  ____   ___  

[2 marks] 
 
 

16. Place the following words in the appropriate box   
 
FREEWARE – SHAREWARE – OPEN SOURCE 

 

Copyrighted software that is distributed free of charge 
but requires users to make a contribution in order to 
receive technical help, documentation or upgrades. 

 

A method of software distribution where a 
programmer creates a program and makes it available for 
others to use without cost, as well as modify and 
redistribute the modifications to the software 
user/developer community. 

 

Software that is available free of charge. Although it is 
available for free, the author retains the copyright, 
which means that you cannot do anything with it that 
is not expressly allowed by the author. 

 

 [3 marks] 
 
 

 
17. Using the image on next page answer the following questions  - (6 Marks) 

 
a) What Formula was written in cell H7 to find Shaun Galea’s  LOWEST mark? 

 
__________________________________________________________________[2] 
 

 
 

b) What Formula was written in cell J12 to find Manuel Rotin’s AVERAGE mark? 
 

__________________________________________________________________[2] 
 
 
 
c) What Formula was written in cell D18 to find the TOTAL for MALTESE? 

 
__________________________________________________________________[2] 
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18. Using the image above answer the following questions:   
 

 
a) Enter the Range of cells the user must select in order to create a chart displaying both 

student information and marks obtained. 
___________________________________________________________ [2 marks] 
 

b) Which tab on the Menu Bar must be clicked to insert a chart? 
___________________________________________________________ [1 mark] 

 
 

19. Selecting the Chart Type 
 

a) Name 3 type of charts that can be created in Microsoft Excel: 
 

________________      ________________     ________________         [3 marks] 
       

b) From the image below, Mark with a circle where the user has to click in order to select 
a Column Chart:                                                                                                                  [1 mark] 
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20. Building the Chart : 
 

 
 
 
 

In the image above you can see 3 labels marked A, B and C. 
 
a) Which label is indicating to show more different chart styles available?   ___________[1] 
 
b) Which label must be pressed in order to change the data range used?      ___________[1] 
 
c) Which label must be pressed in order to go to Chart LAYOUT options?      ___________[1] 

 
 

21. Manipulating  the Chart : 
 

 
 
 
 

 
 
 

From the above image, write down the appropriate letter where the user has to click in order to: 
 

a) Add Gridlines to the Chart:    _________________[1] 

b) Name both Chart axis:   _________________[1] 

c) Display and move the Chart Legends: _________________[1] 

d) Go to the Format Option tab:        _________________[1] 

e) Insert a Chart Title:   _________________[1] 

f) Show the Data Labels within Chart: _________________[1] 

g) Select a different part of the Chart: _________________[1] 

h) Edit the Axis display format:  _________________[1] 

A 

B 
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22. Understanding the parts of the chart: 
 
 

 

 
 

 
From the above labelled chart image which label is showing the: 

 

a)  Chart Area  : ______________________[1] 

b)  Vertical Axis  : ______________________[1] 

c)  Title Area  : ______________________[1] 

d)  Plot Area  : ______________________[1] 

e)  Legends Area : ______________________[1] 

f)  Axis Label  : ______________________[1] 

g)  Chart Gridlines : ______________________[1] 

h)  Horizontal Axis : ______________________[1] 

[8 marks] 
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This question is about Word Processing: 
 
23. Give an example where Mail Merge could be very useful:  (2 Marks) 

 __________________________________________________________ 

 __________________________________________________________ 

24. Write the following terms in the correct box displayed below:  (3 Marks) 

MERGED FIELDS    -   DATA SOURCE   -   MAIN DOCUMENT 

 

 

 

 
25. The following are the main steps involved in creating a merged letter using Mail Merge.   

      Rank them in the correct order.  

 

 

Preview your letters 

Complete the merge 

Save the merged document 

Prepare your letter (main document) 

Insert merge fields  

Select the recipients (data source) 

          (6 Marks) 

  

Is the document that is the 

same for each version of the 

merged document. 

Is where you insert names, 

addresses etc. in the main 

document. 

Is the file that contains the 

different information such 

as names and addresses. 
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26. Fill in the blanks with the following words:   

COMBINES    -    DATA SOURCE     -     NAMES AND ADDRESSES     -     MAIL MERGE     -      

MAIN DOCUMENT      -          FIELD NAMES 

 

The ____________________ feature ____________________ two files into one file. Two files need 

to be created before you can merge them.  These are the data source and the __________________. 

The variable information, such as _______________________, is stored in the 

____________________ready to merge into the main document file. The information which remains 

constant and the ____________________are stored in the main document file, where each field 

name relates to a field name in the data file.       (6 Marks) 

27. This question is about Databases: 

a) What is a database? [2] 

__________________________________________________________________________________

__________________________________________________________________________________ 

 

b)  Data in a database is stored in a ___________________. [1] 

c) Fill in the following table with the corresponding data type used for each field: 

Field Name: Data Type Used: 

Name Text 

Surname  

Date of Birth  

Address  

Mobile Phone  

Married  

[5 marks] 
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28 a) In a Database file a Key field is very important. What is a Key field?  [2 marks] 

__________________________________________________________________________________

__________________________________________________________________________________ 

 

b)  Using the image below answer the following questions: 

 

 

i. What is the name of the saved database shown above? ________________________[1] 

ii. What is the name of the table being used? ________________________[1]  

iii. How many fields does this table contain? ________________________[1] 

iv. Which field do you suggest as key field for this table? ________________________[1] 

v. How many records are stored in this table? ________________________[1] 

vi. Which is the selected record? ________________________[1] 

 

29. Name 2 Large scale databases widely used nowadays in our society?  

 ______________________________________[1] 

 ______________________________________[1] 

 


