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1. The table contains information on online services. Fill in the blanks using the following 

terms. The first one has been done for you. 

 

E-Commerce E-Government Paying tax online 

Buying and selling on the 

internet 

Transfer money to another 

account 

Electronic Banking 

through the internet 

 

(4 marks) 

 

 

2. Match the following definitions to the correct term: 

A Devices that are easy to carry around   
Presentation graphics 

programs 

B Used to prepare text-based documents   Hardware 

C 
This is an example of a spreadsheet 

program 
  Tablets 

D 
Used to prepare presentations for a group 

of people 
 A Mobile Technology 

E 
This refers to the physical components of 

a computer system 
  Tower computers 

F Lightweight, portable computers   
Word processing 

programs 

G 
Use a touchscreen as their primary input 

device 
  Smartphones 

H 
Computers that have units that can be 

placed on or underneath a desk 
  Digital cameras 

I Phones with e-mail and internet   Microsoft Excel 

J Used to take digital photos   Laptops 

(10 marks) 

  

Online Service Meaning Example 

E-Banking 
Electronic Banking through 

the internet 

Transfer money to 

another account 

  
Buying goods from 

Amazon.com 

 
Accessing government services 

through the internet. 
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3. John needs to buy a computer and has 2 options: computer A and computer B. Help him 

decide by answering the questions on the next page: 

 

 

  

Computer A 
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a. Fill in the table with information on the 2 computers: 

 Computer A Computer B 

Operating System   

Central Processing Unit   

Random Access Memory GB GB 

Processor Speed GHz GHz 

b. Which, in your opinion, is the better option, computer A or B? Computer  

c. How can you view the system information on your computer? 

 

 

(11 marks) 

 

 

4. Hilary wants to do some changes on her computer. Help her out by matching the required 

button to the task at hand. The first one has been made for you. 

A To change the date and time   
 

B To uninstall an application   
 

C To remove a keyboard language   
 

D To change the screen resolution   
 

E To change the desktop background  A  

F To adjust the volume   
 

 (5 marks) 
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5. Fill in the blanks with the words provided: 

Print Test Page checkmark Right clicks 

Devices and Printers Set as Default Printer 

 

Lucy wants to install a new printer. She clicks on the Start button and clicks on 

___________________________________. Afterwards she needs to check if her new 

printer is working so she ___________________________________ on her new printer 

and clicks on Printer properties. Then she has to click on the 

___________________________________ button. Finally she wants to set her new 

printer as the default printer. She right clicks on her new printer and clicks on 

___________________________________. The icon of her new printer will display a 

___________________________________. 

(5 marks) 

 

6. Match the following keyboard combinations to the appropriate action: 

A To capture a full screen   Alt + Print Screen 

B To capture the active window   Ctrl + C 

C To copy files or folders   Ctrl + V 

D To cut files or folders   Windows key + Pause Break 

E To paste files or folders   Ctrl + X 

F To open the task manager   Ctrl + Alt + Del 

G To display the System Properties   Windows key + E 

H To open the Windows Explorer   Print Screen 

(8 marks) 
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7. This screenshot was taken from James’s computer. Answer the questions that follow: 

 

 

a. In which drive is the file structure on the right found? _________________ 

b. The files on the right hand side are sorted by ______________ in ___________________ 

order. 

c. Mark with a circle the icon to change view to display files and folders as large icons. 

d. How many files does the folder ‘School notes’ have?  

e. James wants to sort the files by type. Mark with a cross where he should click on to this. 

f. What is the size of the largest file?  ____________KB 

g. If James wanted to select the files ‘Email.doc’ and ‘Sky.gif’ he should use the 

______________ key from the keyboard. 

h. If James wanted to select the last 5 files he should use the ______________ key from the 

keyboard. 

i. James decided to move the file ‘Bake Sale.jpg’ to the folder ‘Recipes’. Help him complete 

the steps by filling in the blanks: 

First he needs to ____________________ on the file ‘Bake Sale.jpg’. A popup menu will 

be displayed and he has to click on ____________________. Next he should right click 

on the folder ____________________ and another popup menu will be displayed. Finally 

he needs to click on ____________________. 
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j. From the screenshot on the previous page, write down the name of a file for each file type. 

The first one has been done for you. 

 

 

 

 

 

k. James wants to look for information on the folder ‘My Files’. He should first 

_______________________ on the folder and next he should click on 

_______________________. 

 (20 marks) 

 

8. Number the steps below to close a program that is not responding: 

Click on the non-responding application from the list   

Press CTRL + ALT + DELETE from the keyboard  1 

Click on the End Task button   

Click on Start Task Manager   

Close the Windows Task Manager   

(4 marks) 

 

9. Match the following file extensions to their corresponding icons shown below: 

.xlsx .pptx .mp3 .zip .avi .docx .txt .bmp 

  
    

    

    

    

(8 marks) 

File type Example 

Image File Sky.gif 

Word Document File   

Text File  

Excel File  

PowerPoint File  

Adobe Acrobat File  
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10. Anna wants to open a file from her USB drive but she has forgotten part of the file name. 

She types the following wildcard: 

  

a. What is the first letter of her file name?  

b. What type of file is it?  __________________________________ 

c. How many files were found?  

Anna now uses a different wildcard: 

d. How many letters does her filename has?  

e. What is Anna’s filename?   ________________________ 

f. We can also search for files by properties such as by Date Modified or by 

______________. 

(6 marks)  
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11. All computer users should be aware of the negative impacts of using computers and ways 

to minimise them. State whether each of the following is True or False: 

 True False 

a.  The bottom of the screen should be positioned in level with your eyes.   

b.  There should not be any reflections on the monitor.   

c.  The height of your keyboard should allow you to keep an ‘open angle’ 

with your arms. 

  

d.  You should use an adjustable chair.   

e.  The computer environment should not be ventilated.   

f.  The computer cables should be securely plugged in the appropriate 

sockets. 

  

(6 marks) 
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12. Label the Microsoft Screen with the words provided: 

 

A. Quick Access Toolbar B. Zoom C. Tabs D. Title Bar E. View buttons 

F. Scroll Bars G. Ribbon H. Ruler I. Help button  J. Status Bar 

K. Document information L. Cursor M. Group N. Microsoft 

Word button 

O. Command 

 

 

 

 

 

(14 marks) 

 

 

 

A 


