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1. Choose the correct answer   (6 marks) 

 

1. Which one of the following types of computer is 

most likely to be used by a travelling salesman? 

 Desktop computer 

 Tablet PC 

 Laptop 

 2.  To view a list of recently used files click 

 Start Recent Items 

 Start Documents 

 Start Control Panel 

3.  Which of the following types of software 

would you most likely use to create a letter? 

 Web browsing software 

 Word processing software 

 Spreadsheet software 

 

 4.  Which one of the following is the best way to 

maintain a good posture? 

 Ensure your computer is in a well lit area 

 Make sure that there are no cables on the 

floor 

 Make sure that your computer, desk and 

chair are positioned correctly 

5.  Which one of the following is an example of 

hardware? 

 An antivirus program 

 A mouse 

 The world wide web 

 6.  Which is a use of e-commerce on the internet? 

 Checking flight availability 

 Buying flight tickets for the holiday 

 Researching holiday destination 

 

2. Internet Services include e-commerce, e-banking and e-government. Fill in with the correct term  

(6 marks) 

 

a. Many banks enable their customers to perform electronic banking transactions through Internet.   

________________________ 

 

b. Many government departments offer services to the community through the use of ICTs.  

________________________  

 

c. Computer networks are gradually replacing our shopping habits.  ________________________ 

 

d. Accessing your bank accounts from home.  ________________________ 

 

e. Paying online your tax arrears on the government website.  ________________________ 

 

f. Paying with your debit card for a computer game.  ________________________ 
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3. Answer the following questions.  (8 marks) 

 

a.  Name three programs known as office productivity applications. 

_______________________________ _______________________________ 

_______________________________ 

 

b. Give two examples of devices known as mobile technology. 

_______________________________ _______________________________ 

 

c. Give three examples of hardware. 

_______________________________ _______________________________ 

_______________________________ 

 

4. Fill in by choosing the correct term from below  (6 marks) 

 

laptops digital cameras tablets 

smartphones desktop computers multimedia players 

 

a. ________________________  are designed for home or office use. These computers are used to run 

application programs such as word processors, spreadsheets, databases, presentation software etc.  

 

b.  ________________________  are phones with advanced features like e-mail, Internet and e-book reader 

capabilities, and/or a built-in full keyboard or external USB keyboard.  

 

c. ________________________  are lightweight portable computers with a built-in thin screen) monitor, 

keyboard, hard-disk drive, battery, and power supply adapter.  

 

d.  ________________________   are used to take digital photos which are then stored on a card.  

 

e. ________________________  are small portable computers that use a touchscreen as their primary input 

device.  

 

f.  ________________________  are electronic devices capable of storing and playing digital media.  

 

 

5. Read the following and answer the question that follows.  (3 marks) 

 

Sam works a 5 day week in an office in front of a computer. After work he spends about 3 hours browsing 

websites, chatting and social networking. Give three suggestions to Sam to help him avoid certain health 

problems related with the continual use of a PC. 
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a. ______________________________________________________________ 

b. ______________________________________________________________ 

c. ______________________________________________________________ 

 

6. John is searching for files stored on his computer using wildcards  (4 marks) 

 

a.  What should he type in the space below to search for all MS PowerPoint files. 

            

 

b.  What should he type in the space below to search for all MS Word documents starting with the 

letter s. 

 

 

7. Look carefully at the following screen shot. Write the extension of the file next to the 

file type description.  (10 marks) 

  

Rich text format file  

Compressed folder  

Adobe Acrobat file .pdf 

Spreadsheet file  

Database file  

PowerPoint presentation  

Word document  

Photograph  

Temporary file  

A music file for portable players  

A wave file  

 



5 | P a g e  

 

8. Look at the screen shot below and answer the questions that follow  (5marks) 

 

 

 

a.  The name of the default printer is  ______________________________. 

b.  When I need to install a new printer I need to press on  ______________________________. 

c.  The following are the steps to change the default printer from an installed printer list.  Put the steps 

in the correct order. 

 Click Devices and Printers.  

 Click Set as Default Printer 

1 Click Start button.  

 Right-click the name of the printer to set as a default printer. A shortcut menu 

will be displayed. 
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9. Look at the screen shot below and then answer the following questions  (22  marks) 

 

 

 

a. To navigate to a folder or file on a drive open the Computer window using the ______________ + 

E key combination.  

b. In which drive (letter) are the files and folders above stored? ____________  

c. Write the name of another drive. ___________________ 

d. What does the black downwards pointing arrow  next to a folder indicate?   

 

______________________________________________________________________________________ 

 

e. What does the white arrow next to the folder indicate?   

 

______________________________________________________________________________________ 
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f. Write down the name of two folders that do NOT contain subfolders. 

 

_______________________                      _____________________   

g. How many files are visible above and in which folder are they stored?  

 

Files _____________________    Folder _______________________   

 

h. The file sc05325.bmp should be renamed.  The steps to rename a file are listed below but they are 

mixed up. Put them in the correct order.   

 

 Select Rename from the drop down menu 

 Delete the old filename 

 Write down the name of the new file 

1 Right click the file 

 

i. What is the name of the largest file? ______________  

j. On the screenshot above, draw a circle on the correct header to sort the files by date. 

k. The  2 image files in the above screenshot have file extensions of ______________ and 

____________________ 

l. What is the size of the smallest file? ______________  

m. Draw a circle around the button you should press to view the 

details of all files in a folder.  

n. The folder English is a sub-folder of the folder _______________ .  

o. The size of folders is not shown. How can you view the size of a folder?  

______________________________________________________________________________________ 

p. To select adjacent files one would press the _________________ key from the keyboard and click 

on the files.  

q. To select non-adjacent files one would press the _________________ key from the keyboard and 

click on the files.  

non-adjacent files      adjacent files  
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10. Refer to the following screen shot and answer the questions that follows.  (10 marks) 

 

 

 

a.  What Operating System is this computer using? _______________________  

b. What is its Processor type? __________________  

c. How much RAM is installed on this computer? ____________________  

d. To view the computer’s system information you need to press the shortcut key combination:  

windows key   + ____________________ . 

e. Complete the following sentence:  To take a screen shot of the window shown above, you must 

press the ________________ key from the keyboard. 
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11. Fill in the picture shown below to indent the paragraph by 2cm from the left and from the right 

margin. The paragraph should also have 6 points of spacing before it.  (6 marks) 

 

 

 

12.  Martha needs to change the default folder where Word saves her documents. On the picture 

below, circle the Tab from where she can change it.  (2 marks) 
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13. The following screen shot shows part of the Find and Replace dialogue box.  (2marks) 

I want to find the word students in my document and change it with the word children. Fill in the spaces 

in the picture below to show how to do this.  

 

 

 

14. Match the following non-printing characters to their equivalent type.  (4 marks) 

 

 Type   Non-Printing Character 

A Paragraph mark   · dot between words 

B A space   → 

C Manual line breaks   ¶ 

D Tab characters   ………. Page Break ………. 
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15. The following is a screen shot of the Print dialogue box  (6 marks) 

 

 
 

 

a. What is the name of the printer?  _________________________ 

b. If I would like to print 5 copies of my work, which section should I change?  Circle it. 

c. Fill in the dialogue box to show that I need to print pages 2 till page 6 only. 

 

 

 

 

END 

 

 


