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Select(start(shutdown(restart(ok

[image: image2.png]On the simulated

dows desktop carry out the necessary steps to restart the computer.

Note: Do not use Ctil + Alt + Delete for

question.




Press ctrl+Alt+Delete.

Print screen 
[image: image3.png]If the computer application you are working on has “frozen” what s the first
thing you should do?

nstall the non-responding application.

©  Press Cirl+Alt+Delete.

O Tum off the PC's power supply.

O Select Exif

rom the application’s File menu.

%




R.click on my computer(properties( General(select the RAM Speed(ok
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Select(keyboard(input Locales(select to English UK (press Set as Defaults(ok

[image: image5.png]Use the simulated Windows Desktop to find out how much RAM i:

Select the appropriate radio button then click on SUBMIT.




R.Click to Floppy (A :)(select(format.
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D.click on my computer( D.click to control panel( select Add/Remove programs.

[image: image7.png]Change the keyboard language to UK English.




  Click on start menu(select help(select index tab(type audio files(click display.
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    File(select to file name called Introduction at the last of this menu

[image: image9.png]Access the dialog box that would enable you to format the 3 ' Floppy (A:) drive.




      File(save as( select my computer then select 31/2 floppy (A:)(click save.
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          Click on Internet explorer icon.

[image: image11.png]Access the dialog box that would enable you to install new software.




Click and drag my documents to the frame in the right side in the desktop.
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Select the Holiday pics.ppt file from right pane(R.click to select create shortcut.

[image: image13.png]Use the Index tab of the Windows Help system to fi

d help on audio files.

ci

K the D

play button when you have finished.




Click on the scroll in the right side
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For Help, press F1 [,





Click in minimize button in my computer.

[image: image15.png]Open the file, Introduction.doc, which was recently opened in WordPad.





Click on the + icon in drive C
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The Solar System

As far as we know, there are nine planets locked in orbit around the Sun. Only one, our own Earth,
supports lfe. Bt there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. We still dont know i life exists on anather planet in some other
galaxy

But we do know more and more all the time about our own solar system. During the past 15 years,
space probes such as Mariner and Voyager missions have given us tremendous detail about all
the planets in this syster. Tiny by comparison to the Milky Way, our solar syster is awesome,
nevertheless, when considered in human scale

Mercury

I
Narned for the wing-footed messenger of the Roman gods, Mercury races around its orbit at
dizzying speed of 30 miles(ds kilometers) per second, making the Mercurial year only 83 Earth

days lang. In contrast, one rotation around its axis-or a single day-takes almost 59 Earth days.

Geology

For Help, press F1 T





Select to 31/2 floppy choose the existing file.

[image: image17.png]Save this file, My First Document.rtf onto the 3 =" Floppy (A:) drive.

Note: This is a simulation - you do not need a floppy disk in the disk d





R.click(new (folder(type Dates(Enter.
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Select the C: drive(choose the size of the file Training.ppt from the right pane.

[image: image19.png]Which of these icons is an application?




D.click on the Excel file
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Count the number of the word files in the window 

[image: image21.png]Click and drag the My Documents icon into the white frame.




R.Click on the file AGM.ppt select properties(uncheck read only(ok
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File Extensions 

Disinfecting 

[image: image23.png]In this Explorer window create a shortcut to the PowerPoint file called Holiday pics.ppt.




R.click(Rename(type Tasks(press Enter.
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the planets in this syster. Tiny by comparison to the Milky Way, our solar syster is awesome,
nevertheless, when considered in human scale
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[image: image25.png]k on WordPad’s Scroll bar.




Hold ctrl+select Logo. Jpg file.
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R.click on the file Policy.doc(cut(open Zip 100 (E :) drive(paste.

.

[image: image27.png]e the Iy Computer window.




· Two teams can work on the same files in two different locations
a) Can usually be detected by anti-virus software.

b) Can reproduce itself via email attachments.
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Select the file Policy.doc(press delete on standard bar.

[image: image29.png]ight-hand pane. Click on the correct
location to display the C: drive’s folders in the lefthand pane as well.
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Select start menu(search(for files or folders(type “Booking” in search for files or folders named(press Search now.

[image: image31.png]Which of these files is stored on the 3 ' Floppy (A:) drive?

Select the appropriate radio button then click on SUBMIT.




Check Date from search options(select file created from drop down list(choose in the last 2 months.
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R.click on the file named Photos. Zip ( select Extract to …. (Click Extract 

[image: image33.png]Create a new folder on the 3 Dates.

Floppy (A:) drive and name

Press the Enter key when you have finished.




Click on Run Removable Media Test(choose drive [E:](click scan now(click move all to VIRUS VAULT.
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Click on start menu(settings(printer(D.click on Add Printer.

[image: image35.png]drive folder and

Open the C: ndicate which of these file sizes applies to the file Training.ppt.

Select the appropr

ate radio button then press SUBMIT.




File(print(print.
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R.click to this file choose cancel, Document menu(cancel        or select this file press delete on keyboard

[image: image37.png]Which of these files it

aspreadsheet file?

Click on the appropriate file to submit your answer.




Select the application non-responding from task manger(click End Task.
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[image: image39.png]How many Word files are there in this window?

Select the appropriate radio button then click on SUBMIT.




Right click on my computer icon → select properties → choose the right answer 
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Click on the start menu(program(accessories(word pad.

[image: image41.png]From the Desktop, make AGN.ppt read/write.




Click on the local disk (c :)

[image: image42.png]are important as they tell the
computer which application to use to open a file.

File Extensions




R.click(send to( desktop (create shortcut).
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Click on the Accounts from the task bar 

[image: image44.png]itled Tax Briefs to Tasks.

In the current A: diive, change the name of the folder en

Press the Enter key when you have finished.




R.click on right pane Arrange icons(select by Date.
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[image: image46.png]Without deselecting the file Clapping.wav select Logo.jpg.

Do not select any other files.





Right click on the Notes.doc → copy → select the desktop from the left pane → right click on the right pane → select paste 
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R.click on the file(restore

[image: image48.png]Move the Policy.doc file from the 3 = Floppy (A:

drive to the Zip 100 (E5) d




· Compressing 

So it can protect your computer from the latest viruses.

[image: image49.png]Which of these statements is false?
It's important to backup files to an external storage device so that:

&k

©  yousstill have files stored in external location if the building with your PC is flooded.

o original files can be restored from backup if someone on the network deletes files

O two teams can work on the same files in two different locations.

O you can restore your files from backup if you lose your laptop.





Carries no risk 

a. An e-mail attachment from someone you Know

b. Clean disk that has been stored with an infected disk

c. Unformatted floppy disk.

Carries risk 

d. Software downloaded over a network connection.

e. Software download from the Internet.
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R.click on the task bar(open Active Printers.

Use a right-click menu commend to automatically compress the account.mdb file as a zip file on the desk top

R.click on the accounts.mdb(Add to zip.
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[image: image53.png]Using the Windows Search tool, find a file named Bookings on the

Press the Search Now button to submi

your answer
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[image: image55.png]ind all files on the C: drive that were created du

g the previous 2 months.

Click the Search Now button to submit your answer.
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[image: image57.png]Extract the contents of the selected WinZip file, Family Photos.zip, to the Desktop.



[image: image58.png]Which two of these statements could each be used to complete the
following sentence? A computer virus is a program that:

O can usually be detected by a s software.

O cannot enter your computer unless your computer is on a network.

O disappears once it has displayed a message.

O can reproduce itself via email attachments.

©  can enter a computer system if hardware such as a new mouse is added.
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[image: image61.png]Check for viruses on the [E]
they cannot do any harm.

diive of this PC and move any that are found to a safe place where
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[image: image63.png]Launch the Add Printer Wizard that would enable you to install a new printer.
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The Solar System

As far as we know, there are nine planets locked in orbit around the Sun. Only one, our own Earth,
supports lfe. Bt there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. We still dont know i life exists on anather planet in some other
galaxy

But we do know more and more all the time about our own solar system. During the past 15 years,
space probes such as Mariner and Voyager missions have given us tremendous detail about all
the planets in this syster. Tiny by comparison to the Milky Way, our solar syster is awesome,
nevertheless, when considered in human scale

Mercury
Narned for the wing-footed messenger of the Roman gods, Mercury races around its orbit at
dizzying speed of 30 miles(ds kilometers) per second, making the Mercurial year only 83 Earth

days lang. In contrast, one rotation around its axis-or a single day-takes almost 59 Earth days.
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[image: image65.png]Print one copy of this file.

Note: This

mulation - you do not need a pr

nter attached to your computer
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[image: image67.png]Delete the current pi

inting job from this pi

int queue.
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[image: image69.png]Shut down the non-responding application.
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[image: image71.png]Use the simulated Desktop to find out which type of Processor is installed on this computer.

Select the appropriate radio button then click on SUBMIT.



[image: image72.png]Pressing which of the following keys would place a picture of what is
currently displayed on your monitor onto the clipboard?
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[image: image74.png]Open the WordPad applicati
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[image: image76.png]Click the icon that represents the hard disk (C drive) on this PC.
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[image: image78.png]Create a shortcut on the desktop for the Expenses file.
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[image: image80.png]Make the Accounts window active without g the My Computer window.

Note: Do not use Alt+Tab for this exercise. [N
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[image: image82.png]Arrange the files in the righthand Explorer window by the date they were created / last
modified.
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[image: image86.png]Restore the file called Petty Cash.xIs from the Recycle Bin to its original location.



[image: image87.png]Reducing the size of a file so it will take up less storage space on a disk is
known as:

O Compressing

O Compacting

O Encrypting

O Condensing
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[image: image89.png]Why do you need to regularly update your virus software?

O Soitcan protect your computer from the latest viruses.

O To keep your anti-virus software compatible with your OS.

O To replace virus-scanning software that has become infected through use.

O Soitdoesn't waste time looking for out-of-date viruses.
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[image: image91.png]A Document has been sent to print to the Brother MFC9100 printer.

Access the P

Manager so you can view the progress of the print job.



