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PART – I 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part-I of this supplementary material should be referred in parallel to the main 

course material : ICT SKILLS. 
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Session 01  
 

Introduction to ICT and ICT Skills       
 
 

ociety is changing rapidly. People meet with new and increasingly complicated 

demands. One reason – but not the only one – for this change of former patterns and 

structures is the rapid development and expansion of information and communication 

technology.  

 

Today, ICT has become an important part of our day-to-day life. Most human activities now 

take place with the aid of ICT solutions. The reason is ICT gives more effective and speedy 

solutions to real life problems. In fact, a characteristic feature of this era is that people lead 

complex lifestyles with grater requirements that they seek rapid suitable solutions. ICT has 

satisfied these requirements in a comprehensive manner. 

 

 

General Exercises 

Basic concepts of ICT 

 
  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

  

 

 

 

 

 

S 

 

1. The structure of society, working life and people‟s 

spare time has changed rapidly. People meet with 

new and increasingly complicated demands, and the 

teachers and students must be prepared for a change 

of basic values and traditions. Using suitable 

examples, describe how computerization would help 

your department to perform more efficiently and 

effectively. 
 

 

2. When a new computerized system is suggested, a full 

analysis of user requirements has to be carried out. 

Describe the methods which can be used to find out 

about an existing system and what will be needed in 

the new system. Discuss the advantages and 

disadvantages of the methods used. 
 

 

3. Explain how IT and computers have contributed in 

increasing productivity and competitiveness of 

organizations in doing business. 
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4. Nowadays, supermarkets are increasingly using 

information technology in different parts of their 

business. Describe the advantages and 

disadvantages of these increased uses of 

information technology to both those who work at 

the supermarkets and their customers.  
  

5. Many people use geographical information systems 

(GIS). Give advantages & disadvantages of the use 

of GIS. 
  

6. When developing ICT systems, people often work 

collaboratively. Describe what is meant by 

collaborative working. 
 

 

7. Discuss the issues raised by the use of IT in society. 

Your answer should cover a number of different 

areas, taking into account the environmental, 

ethical, moral and social effects. You should 

highlight possible disadvantages as well as 

advantages. 
 

8. Describe, using examples, the current health and 

safety legislation as it relates to the use of ICT 

system. 
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Session 02 
 

Introduction to Computers   
 
 

omputers are everywhere; at work, at school and at home They have become an integral 

part of our day-to-day lives. The landscape of global communication has changed since 

computers have been introduced to our society. They are a primary means of local and global 

communication for billions of people.Computers can be used to communicate with people 

without face to face contact. People use all sizes of computers for a variety of reasons and in 

a range of places.While some computers sit on top of a desk or on the floor, mobile 

computers and mobile devices are small enough to carry.  

 

Computers have changed the society. The present global age is the consequence of the 

computer age. It allows a user to manipulate data very easily. The speed of performance of a 

computer is incomparable. Importance of computers can be attributed to the fact that almost  

every sphere of our life is affected by computers. 

 

 

Exercise01 

 Evolution of computers 

 

1. The history of computer development is often referred to with reference to the 

different generations of computing devices. Each of the five generations of 

computers is characterized by a major technological development that 

fundamentally changed the way computers operate. 
 

 Discuss the five computer generations in the table given below, along with 

the key characteristics of the computers of each generation. Also give 

examples of computers belonging to each generation. 

 

Generation Key 

Characteristics 

 

Examples 

First Generation (1940-1956)    

Second Generation (1956-1963)    

Third Generation (1964-1971)    

Fourth Generation (1971-Present)    

Fifth Generation (Present and Beyond)   

 

 

2. Discuss the important features and uses of micro, mini, mainframes and super 

computers. 

C 
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3. Name the following different types of personal computers. 

 

 

 

 

 

 

 

 

 

 

4. Collect specifications for five different computer systems given below: 

 02 different Desktop computer systems 

 02 different Laptop computer systems 

 01 palmtop or PDA system 

(You can find these in magazine adverts, by visiting computer manufacturers’ 

websites or by visiting on-line computer retailers.) 

From each one, find out the following details and display the results in a table.  

a. The name of the system, whether it is a desktop, laptop or palmtop. 

b. Speed of the processor (in MHz or GHz). 

c. The amount of RAM (in Mb). 

d. The size of its hard disk drive (in Mb or GB). 

e. Any other storage devices available (floppy drive, CD or DVD drive). 

f. Type and size of monitor. 

g. Input devices included. 

h. The price. 

 

5. By visiting a commercial website, or using a magazine or other sources of 

information, investigate the prices of the different types of computer. Find the 

cheapest and highest price for each type of computer on the site. Fill these in to 

the table below. 

Minimum and Maximum Price of Computer Systems 

Site  

Desktop   

Laptop   

Palmtop   

Explain why there are differences in the price of each type of computer.  

  
 

   

A ________________ B _________________ C __________________ 

D _________________ F __________________ E __________________ 
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Exercise 02 

Examine your own computer 

 

6. Find out the following information about the computer system you are using. 

Write the information in the blanks.  
 

i. Operating System    : ………………………………….. 

ii. Processor Information   : ………………………………….. 

iii. RAM      : ………………………………….. 

iv. Available Hard Disk Space   : ………………………………….. 

v. CD-ROM (or DVD) Speed   : …………………………………..    

vi. Monitor Display– resolution: ………………………………….. 

vii. Monitor Display – colors   : ………………………………….. 

viii. Modem     : ………………………………….. 

 

 

7. In practical examinations, all students should connect to their user accounts, in 

the form of personalized folders on drive Z, where they can store their 

personalized information and data, by following the steps as given; Right Click 

on My Computer Map Network DriveDrive: Z Folder: Your 

Registration# with Domain name or IP addressFinish Enter your user 

name & password. Find out and list all access permissions for your account 

folder. Which other folder on the same drive can you access beside your own?  

  

 

Exercise 03 

 Working with computers 

 

8. Complete the simple diagram showing how computers work. 

 

 

 

 

9.  Name the main parts of a computer system in the diagram given bellow. 

 

 

 

 

 

 

 

A 

C 

B 

D 

INPUT _ _ _ _ OUTPUT _ _ _ _ _ _ _ _ 
_ _ _ 

PROCESS 

A   _____________________ 

B   _____________________ 

C   _____________________ 

D   _____________________ 
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Exercise 04  

 Identifying Hardware, Software and Liveware 

 

10. Here are some items that are hardware, software or live ware. You have to 

decide what they are by putting a tick in the appropriate column. 

 

Name of item Hardware Software Liveware  

Processor    

Operating System    

Fixed Hard Disk    

Memory Chips (RAM & ROM)    

Programmer    

Keyboard    

Mouse    

Word-Processor    

Search Engine    

Speakers    

Microphone    

DVD Drive    

Blank DVD    

Database    

System Engineer     

Spreadsheet    

Bar code reader    

Printer    

Web browser    

Hardware Engineer    

Removable hard disk    

Wireless router    

Digital Camera    

Data Entry Operator    
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Exercise 05 

Exploring Bits and Bytes 

 

11. Fill in the answers in the table below: 

 

The smallest unit of data in the computer can have a 1 or a 0 value. 

What is it called?  

When eight of these 1s and 0s are combined (e.g. 10110001) what 

is this called?  

 
 

12. Each rectangle below represents one byte made up of 8 bits (smaller rectangles). Label 

the byte by assigning 1 to each ON bit, and 0 to each OFF bit. ON bits are white and 

OFF bits are black. 

 

 

 

 

 

 

 

 

 

 

13. Complete the missing information in the table given below: 

 

Unit Value Also equals . . . 

Kilobyte ..………………Bytes  

Megabyte ………………..Kilobytes 1,048,576 bytes 

Gigabyte ………………..Megabytes 1,073,741,824 bytes 

 
 

14. Using the table given above under question-(13), see if you can spot a pattern in 

the answers that will let you fill in this table. 

 

Unit Value 

Terabyte ……………….Gigabytes 

Terabyte ………………Megabytes 

Terabyte ………………..Kilobytes 

Terabyte .…………………Bytes 
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Exercise 06  

 Working with Bytes 

 

15. Convert the following bytes in to kilobytes (KB). Remember: 1000 bytes = 1KB 

a. 32,000 bytes = ___________________ KB 

b. 4,000 bytes = ___________________ KB 

c. 6,000 bytes = ___________________ KB 

d. 75, 000 bytes = ___________________ KB 

 

16. Convert the following bytes in to megabytes (MB). Remember: 1,000,000 (1 million) 

bytes = 1MB 

a. 2,000,000 bytes = ___________________ MB 

b. 64,000,000 bytes = ___________________ MB 

c. 32,000,000 bytes = ___________________ MB 

d. 8,000,000 bytes = ___________________ MB 

 

17. Convert the following bytes in to gigabytes (GB). Remember:1,000,000,000 (1 billion) 

bytes = GB 

a. 20,000,000,000 bytes = ___________________ GB 

b. 7,000,000,000 bytes = ___________________ GB 

c. 13,000,000,000 bytes = ___________________ GB 

d. 4,000,000,000 bytes = ___________________ GB 
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Session 03 
 

Computer Hardware 
  

 

he term hardware refers to all of the physical devices, or components, that a computer is 

made of. A computer is not one single device, but a system of devices that all work 

together. Like the different instruments in a symphony orchestra, each device in a computer 

plays its own part. 

 

When you think of the term computer hardware you probably think of the guts inside your 

personal computer at home or the one in your classroom. However, computer hardware does 

not specifically refer to personal computers. Instead, it is all types of computer systems.  

 

 

 

Exercise 01 

Examine the Computer and Peripheral Components 

 

1. What are the manufacturer and model number of your computer? 

a. Manufacturer    : _______________ 

b. Model Number : _______________ 

 

 

2. Name the following fundamental parts of the given desktop computerand laptop 

computer. 

  

 

 

 

T 

A 

B 

D 

C 

1. A. _____________ 

2. B. _____________ 

3. C._____________ 

4. D. _____________ 

(I)Desktop Computer 
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3. Choose the word that best describes the picture and write the word in the blank. 

 

 
 

 

 

4. Copy and complete the table given below, using the major external components 

and peripherals of your PC. 

 

Component Name Manufacturer/Description/Characteristics  

  

 

 

A 

B 

C 
D 

(II)Laptop Computer 

 

 

 

1. A. _____________ 

2. B. _____________ 

3. C._____________ 

4. D. _____________ 
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Exercise 02 

Input & Output devices 

 

5. Label the following input devices. 

 
 

 

 
 
 

 

 

 

 

  

 

 

 

 

6. Look up some websites which sell input devices and try to find an example for each of 

the input devices given in your textbook. Copy and complete the table given bellow; 
 

Device Model Cost Typical use 
 
 

 

 

   

 

 

 

A 

B 

C 

1. A. _______________ 

2. B. _______________ 

3. C. _______________ 

A 

G 

F E D 

C B 

1. A. ____________ 

2. B. ____________ 

3. C. ____________ 

4. D. ____________ 

5. E. ____________ 

6. F. ____________ 

7. G. ____________ 

(I) Keyboard 

 

(II)Mouse 
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7. Name the methods used to represent information on A, B, C, and D using the words 

from the list. 

 
 

 

 

  

 

 

 

 

 

 

 
 

 

 

 

8. With the aid of the internet, a magazine or any other source of information, describe the 

diagrams given below to explain the internal functionality of a CRT Display and a TFT 

LCD Display. 

 

 

  (I) CRT Display    (II)  TFT LCD Display 

 
 

 

 
 

 

 
 

 

 

 
 

 

 

 

 

9. “Flat panel displays are better than CRT displays” This is a quote which appeared in 

an article. Write your opinion about the above quote within a technological framework. 

(You may search the web to find the relevant information) 

 

 
 

 
 

A 

C D 

B 

Bar code  Chip  DVD ROM  Flash memory 

Graphics Tablet  Light Pen Magnetic Stripe  Optical Marks 

1. A_______ 

2. B_______ 

3. C_______ 

4. D_______ 

 

 

 

 

 

 

 

 



 

14 
 

10. Use the Internet to find adverts for: 

 A black and white laser printer 

 A colour laser printer 

 An inkjet printer 

 

For each one, try to find; 

 The price of the printer 

 The resolution (measured in dpi (dots per inch)) 

 The printing speed (measured in ppm (pages per minute)) 

 The cost of a replacement ink or toner cartridge 

 The number of pages you can expect from each cartridge 

 

 

11. With the aid of the internet, complete the comparison table given below. The first one 

has been completed as an example. 

 

 

 

12. Using a digital camera: Take a picture using a digital camera. Ifpossible, download the 

picture yourself onto your computer. 

 

 

 
 

 

 

 

 

 

Printer Set-up cost Running cost Speed Resolution Noise 

Laser High Low Fast High Quiet 

Colour Laser      

Inkjet      

Dot Matrix      

Using a Digital Camera 
Steps 

1 Turn on the camera and select 
“camera” option 

2 . . . 

 Insert the picture into a new document, and write a user 

guidebeside the picture that describes how to operate the 

camera and successfully save the image on the computer. 

Your documentationshould be aimed at an inexperienced 

user and so should describe all the steps they need to take. 

 

 

 

 



 

15 
 

Central 
Processing Unit 

  

 

 

 

 

Data Flow 

13. Using a scanner: Scanners are used to take printed information and transfer it to a 

computer.  Scan a selected page using the scanner software in two ways as follows; to 

capture the information on your selected page. 

 

 

 

 

 

 

Exercise 03 

Processing Devices 

 

14. Name the following components of a computer system. 

 
 

 

 

 

 

 

 

 

15. Complete the diagram of the CPU given below. 

 

 

 

Exercise 04 - Memory Devices 

 

PROCESSOR 

  

Central 

Processing Unit 

 Capture the whole page as one large picture object 

 Capture both images as separate pictures, then scan all      

the typing   and use optical character recognition 

(OCR) software      to convert it into text. 
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16. Tick the boxes to match these descriptions to either ROM or RAM : 

Feature 

 

RAM ROM 

Permanent storage for operating or control programs   

Temporary storage for programs and data   

Data can be read from /written to memory   

Data can only be read from memory   

 

 

Exercise 05 

Remove the PC System Unit Cover and Examine the Internal Components 

 

17. List at least eight major internal components inside the system unit. Copy and 

complete a table like the one given bellow; 

Component Name Manufacturer/Description/Characteristics 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

 

 

 

18. Name the following components inside the System Unit. 

 
 

 

 

 

 

 

 

 

 

 

Exercise 06 

1. A. _______ 8.   H. ________ 

2. B. _______ 9.    I. ________ 

3. C. _______ 10.  J. ________ 

4. D. _______ 11.  K. _______ 

5. E. ________ 12.  L. ________ 

6. F. ________ 13.  M. _______ 

7. G. _______ 14.  N. ________ 
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Examine the front-view and back-view of the PC System Unit 

 

19. Name the following components in the front view of the System Unit. 

 

 
20. Name the following components in the back view of the System Unit. 

 

 

 

 

1. A. __________________ 

2. B. __________________  

3. C. __________________ 

4. D. __________________ 

5. E. __________________ 

6. F. __________________ 

7. G. __________________ 

1. A _________     9.   I _________ 

2. B _________    10. J__________ 

3. C__________    11.  K_________ 

4. D_________    12.  L_________ 

5. E_________    13.  M________ 

6. F_________    14.  N________ 

7. G_________    15.  O________ 

8. H_________    16.  P_________ 
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Exercise 07 

Examine the Different ports of a Computer 

 

21. Name the following external ports and interfacing. 

 

 

 

 

 

 

 

 

 

 

 

 

22. In the following table, identify the port, the type of connector, and its purpose. 

 

Image Port Type of 

Connector 

Purpose 

 
   

 

   

 

   

 
   

 
   

 
   

 
   

 
   

 

   

 

   

 
 

   

1. A_____________________  

2. B_____________________  

3. C_____________________  

4. D_____________________  

5. E _____________________  

6. F_____________________ 

7. G_____________________ 

8. H_____________________ 

9. I _____________________ 

10. J______________________ 

11. K_____________________ 
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23. Identify the following computer ports: 

 
 

 

 

 
i. ____________________                                ii.   ____________________   

 

 

 

iii. ____________________                               iv.   ____________________ 

 

 

 

Exercise 08 

Examine the internal components of the Hard Disk  

& the Motherboard of a Computer 

 
24. Name the following components of a hard disk drive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. A_______ 9.   I_________ 

2. B_______ 10. J_________ 

3. C_______ 11.  K_________ 

4. D_______ 12.  L_________ 

5. E________ 13.  M________ 

6. F________ 14.  N_________ 

7. G________ 15.  O_________ 

8. H________    
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25. Name the following components of a motherboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercise 09 

PC cards and interfacing 

26. Name the following PC cards and interfacing. 

 

   

 

 

 

 

27. Name the following ports on the cards and interfacing. 

 

   

 

 

 

1. A________ 9.   I_________ 

2. B________ 10. J_________ 

3. C________ 11.  K________ 

4. D________ 12.  L________ 

5. E________ 13.  M_______ 

6. F________ 14.  N________ 

7. G________ 15.  O________ 

8. H________ 16.  P________ 

A_____________

_____ 

 

   

C _______________ B ______________ 

 
 

A _________________ B _________________ 
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Exercise 10 

Computer Backing Storage 

 

28. Complete the table given below, which is to compare the storage capacity, access 

speed, portability and media cost of some different types of drive. The first one has 

been completed as an example. 

 

Drive Capacity Transfer Portable Drive Cost Media 

Cost 

Floppy disk Low  Slow Yes Very low Very low 

Hard disk      

Tape      

CD-R      

CD-RW      

Rewritable DVD      

Flash      

 

 

General Exercises 

 

29. Read the clues given below and fill in the blanks with the correct answer from the box. 

 

 

i. I connect computers and allow them to talk to each other  : ………………… 

ii. I Wake up the computer and remind it what to do   : ………………… 

iii. I am the brain of the computer     : ………………… 

iv. I have a very good memory. I can read, but I can‟t write  : ………………… 

v. Information in the computer is stored on my magnetic cylinders : ………………… 

vi. I can read and write; but if you turn off the computer, I forget 

everything.        : ………………… 

vii. I hold all the other circuit boards.     : ………………… 

viii. I get electricity into the computer.     : ………………… 

ix. I handle the graphics that are displayed on the monitor.  : ………………… 

x. Other hardware devices (keyboard, monitor) plug into me.  : ………………… 
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30. Read the statements given below and write “True” or “False” in the blank. 

31.  

 

  

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

31. Your computer is giving a warning for low disk space that means your current operating 

system software does not have enough space to ensure reliable system operations. List 

various ways by which you can increase your disk space. 

 

32. What are the two most common ways that you are likely to lose CMOS data? 

 

33. Write down the type and voltage of the CMOS battery on your motherboard. 

 

34. You have brought home your coursework on a USB pen drive. Unfortunately, when you 

try to access the data on your home computer, you receive a message saying that the 

data is corrupt and cannot be loaded. Discuss what backup and recovery options you 

should have put in place to deal with this situation. 

 

 

 

 

 

 

 

i. The processor(CPU) interprets and carries out the basic 

instructions that operate a computer.  

 

ii. Computer can use only one processor at a time. 

   

iii. ROM is the main circuit board of the system unit.  

  

iv. Expansion slot is a socket on the mother-board that can 

hold an adapter card.    

 

v. RAM is non-volatile.  

      

vi. The most important chip on the main circuit board is the 

microprocessor chip. 

 

vii. I/O port is the point at which a peripheral attaches to a 

system unit so that the peripheral can send data to or 

receive information from the computer.  

 

viii. Reset button is to start on computer.  

 

ix. A device that reads from and writes on a floppy Disk is 

called hard disk drives.  

     

x. Power supply convert standard electrical power into the 

form that the computer can use.    

 
___________ 
 
___________ 
 
___________ 
 
 
___________ 
 
___________ 
 
 
___________ 
 
 
 
___________ 
 
___________ 
 
 
___________ 
 
 
 
___________ 
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Computer Assembly – Step by Step 

 

Assembling computers is a large part of a technician‟s job. As a student, you will need 

towork in a logical, methodical manner when working with computer components. As 

withany learned trade, your computer assembly skills will improve dramatically with 

practice. 

 

Getting Started 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Open the case: You might want to wear 

gloves or some sort of hand protection, as 

the inside of the case does not have grinded 

down metal and could be very sharp in some 

cases 

 

 

2.Install the power supply: Some cases come 

with the power supply already installed, 

while others will require you to purchase the 

power supply separately and install it 

yourself. Make sure that the power supply is 

installed in the correct orientation, and that 

nothing is blocking the power supply's fan.  

 Make sure that your power supply is 

powerful enough to handle all of your 

components. This is especially 

important in high-end gaming 

computers, as dedicated graphics cards 

can draw a significant amount of power. 

 

 

3.Ground yourself: Use an antistatic wrist-

strap cable to prevent Electrostatic Discharge 

(ESD) which can be deadly to computer 

electronics. If you can't get an antistatic 

wrist-strap cable, plug your grounded power 

supply unit to an outlet (but don't turn it on), 

and keep your hand on the grounded unit 

whenever you touch any ESD-sensitive 

items. 
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Installing the Motherboard 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Remove the motherboard from its packaging: Place 

it on top of its box. DO NOT place it on top of the 

anti-static bag as the outside is conductive. You 

should add components to the motherboard before 

installing it in the case, as it is easier to access the 

motherboard before installing it. 

2. Remove the processor from its packaging:Observe 

the missing pins in the processor and match these with 

the socket on the motherboard. On many processors 

there will be a little gold arrow in the corner that you 

can use to orient the processor properly. 

 

3. Insert the processor in the motherboard:Open the 

CPU socket and carefully insert the processor (no 

force needed). If it doesn't slip right in, or it feels like 

you have to push, it is probably misaligned. Close the 

socket and ensure the CPU is secure. Some sockets 

have small arms while others have complex 

assemblies to open and close the socket.  

4.Apply good thermal paste to the CPU: Use no more 

than a pea sized amount and spread it in a thin layer 

over the entire processor surface. Adding too much 

thermal paste will slow the transfer of heat, making it 

more difficult to cool the CPU quickly.  

 Some processors that come with heat-sinks do not 

need thermal paste because the heat sink already 

has thermal paste applied by the factory. Check the 

bottom of the heat-sink unit before applying paste 

to the processor. 

 

 

 

5.Attach the heat sink: This varies from heat sink to heat 

sink, so read the instructions. Most stock coolers attach 

directly over the processor and clip into the 

motherboard. Aftermarket heat-sinks may have 

brackets that need to be attached underneath the 

motherboard. Refer to your heat-sink‟s documentation 

for exact instructions. 
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6. Install the RAM: Place the RAM in the proper slots by opening the latches and pushing 

the RAM in until the little handles can lock it into position. Note how the RAM and slots 

are keyed--line them up so they will fit in properly. When pushing, press both sides of the 

RAM module with equal force. If RAM sockets have two colors, this may indicate the 

priority slots in case you are not using all available slots.  

 Make sure that you install the RAM in the appropriate matching slots. Check your 

motherboard‟s documentation to ensure that you are installing the RAM in the correct 

location. 

 7. Remove the I/O back-plate from the case: Your 

motherboard should come with its own back-plate. It 

is unlikely that your case will have an appropriate 

back-plate for your motherboard.  

 

 Removing the existing back-plate may take a bit of 

force. Sometimes they have screws to hold them in 

place, but most are held in only by friction. Pop it 

out by pressing on the bracket from the rear side of 

the case. 

 

 

8.Knock out any tabs covering I/O components up on 

the motherboard's back-plate: Push the new back-

plate into place in the back of the case. Make sure to 

install it in the correct direction 

 

 Your case most likely has more holes available than your motherboard supports. 

The number of spaces required will be determined by the number of shielded holes 

in the motherboard. Position the motherboard to discover where to screw in the 

standoffs. 

 

 

10. Secure the motherboard: Once the standoffs are 

installed, place the motherboard in the case and push 

it up against the I/O back-plate. All of the back ports 

should fit into the holes in the I/O back-plate. Use 

the screws provided to secure the motherboard to the 

standoffs through the shielded screw holes on the 

motherboard. 

9.Install the standoffs in the correct positions: Almost 

all cases come with a little baggie that has standoffs in 

it. Standoffs raise the motherboard off, from the case, 

and allow screws to be inserted into them. 



 

26 
 

 

 

 

 

 

 

 

 

 

 
 

Installing a Graphics Card 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11.  Plug in the case connectors: These tend to be 

located together on the motherboard near the 

front of the case. The order in which these are 

connected will depend on which is easiest. 

Make sure that you connect the USB ports, the 

Power and Reset switches, the LED power and 

hard drive lights, and the audio cable 

(HDAudio or AC97). Your motherboard‟s 

documentation will show you where on your 

motherboard these connectors attach.  

 

 

 

1. Remove the back panel covers that line up 

with the PCI-E slot. Almost all modern 

graphics cards use PCI-E. Some will require you 

to remove two of the protective plates as 

opposed to just one. You may have to punch the 

plates out of the case. 

 

2. Insert the graphics card. You may have to bend a tab on the slot to allow the graphics 

card to be inserted. The tab will help lock the graphics card in place (this is more 

important for bulkier, high-end cards). Apply light, even force until the card is seated 

uniformly, and the back panel lines up. 

3. Secure the card. Once you have inserted the card, use a screw to secure it to the back panel 

of the case. If you don‟t secure your card, you could end up damaging it in the long run.  

4. Install any other PCI cards. If you have any other PCI cards that you can add, such as a 

dedicated sound card, the installation process is the same as the video card process. 

There is typically only one way that these connectors can be attached to the 

motherboard. Don‟t try to force anything to fit. 
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Adding the Drives 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Wiring the Computer 

 

 

 

 

 

 

 

 

1. Remove any front panel covers for the drives you are inserting. Most cases have 

panels in the front that protect the drive bays. Remove the panels for the locations that 

you want to install you optical drives. You do not need to remove any panels for hard 

drives. 

 

2. Insert the optical drives in from the front of the case: 

Almost all cases have cages built in that allow the drive 

to rest and fit snugly. Once the drive is lined up with the 

front panel of the computer, secure it with screws on 

each side of the drive. 

3. Install the hard disk. Slide the hard drive into the appropriate 3.5” bay in the inside of 

the case. Some cases have removable brackets that you can install on the hard drive first 

before sliding it in. Once the drive has been inserted into the cage, secure it on both sides 

with screws. 

4. Connect the SATA cables. All modern drives use SATA cables to connect the drive to 

the motherboard. Connect the cable to the SATA port on the drive, and then connect 

the other end to a SATA port on the motherboard. Hard drives use the same cables as 

optical drives. 

 For easier troubleshooting, connect your hard drive to the first SATA port on 

the motherboard, and then connect your other drives to subsequent SATA ports. 

Avoid plugging your drives into random SATA ports. 

 

 SATA cables have the same connector on both sides. You can install the cable 

in either direction. 

 

1. Connect the power supply to the 

motherboard. Most modern motherboards 

have a 24-pin connector and a 6- or 8-pin 

connector. Both of these need to be connected 

for your motherboard to function. Power 

supply cables only fit into the slots that they 

are designed for. Push the connectors all the 

way in until the latch clicks.  

 The 24-pin connector is the largest 

connector on the power supply. 

 

 



 

28 
 

 

 

 

  

 

 

 

 

 

 

Installing More Fans 

 

 

 

 

 

 

 

 

 

 

 

 

Booting it up  

 

1. Put the case back together: It is highly recommended that you don‟t run your computer 

with the case open. Cases are designed to maximize air flow, and when a case is open the 

airflow is not as effective. Make sure that everything is screwed close. Most cases use 

thumbscrews so that you don‟t need tools to open and close the case. 

 

2. Connect the power supply to the video card. If you have a dedicated video card, 

chances are it needs to be powered as well. Some require one connector, while others 

require two. The port is usually on the top of the video card. 

3. Connect the power supply to the drives. All of your drives need to be connected to the 

power supply using SATA power connectors. These power connectors are the same for 

optical and hard drives. 

4. Adjust your wire placement. One of the keys to good airflow is placing your wires out 

of the way. Trying to effectively wire the inside of the case can be a frustrating 

experience, especially if you are building a smaller tower. Use zip ties to bundle cables 

together and place them in unused drive bays. Make sure that cables will not get in the 

way of any fans. 

1. Connect your case fans. Almost all cases come installed with one or two fans. These 

fans need to be attached to the motherboard in order to function.  

 

2. Install new fans. If you are running lots of high-

end components, you will likely need extra 

cooling. 120mm fans are typically fairly quiet and 

significantly increase airflow through your 

computer. 

3. Optimize your fan setup. Front and top fans should be sucking air in, while side and rear 

fans should be pushing air out. This keeps a good flow of fresh, cool air moving over 

your motherboard. You can see which direction the fan will blow by inspecting the top of 

the fan housing. Almost all fans have small arrows printed which show the direction the 

fans blow. 

http://www.wikihow.com/Install-a-Computer-Fan
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2. Plug in your computer. Attach a monitor to the computer, either through the graphics 

card or through a port on the back of the motherboard plate. Attach a keyboard and mouse 

to the USB ports in either the front or back of the computer.  

 Avoid plugging in any other devices until after you have finished setting up the 

operating system. 

 

3.Power on your computer: You won‟t be able to do much since you don‟t have an 

operating system installed, but you can check to see that all of your fans are working and 

that the computer completes its POST (Power On Self Test) successfully. 

 

4. Run MemTest86+:This program is available to download for free and can be booted 

from a CD or USB drive without an operating system installed. This will let you test your 

memory sticks before you proceed to install the operating system. Memory sticks have a 

higher rate of failure than most computer components, especially if they are budget-

priced, so it is wise to test them first.  

 You may have to set your computer to boot from CD or USB first, instead of booting 

from the hard drive. Enter your BIOS settings when you first start the computer, and 

then navigate to the Boot menu. Select the appropriate drive that you want to boot 

from. 

 

5. Install your operating system: Home-built computers can install either Microsoft 

Windows or a Linux distribution. Windows costs money, but benefits from having 

compatibility with nearly every program and piece of hardware. Linux is free and 

supported by a community of developers, but cannot run many programs designed for 

Windows. Some hardware does not work properly either. 

 

6. Install your drivers: Once your operating system is installed, you will need to install your 

drivers. Almost all of the hardware that you purchased should come with discs that contain 

the driver software needed for the hardware to work. Modern versions of Windows and 

Linux will install most drivers automatically when connected to the internet. 

 

 
 

 

 

 

 

 

http://www.wikihow.com/Test-PC-Ram-with-MemTest86
http://www.wikihow.com/Install-Windows-8
http://www.wikihow.com/Install-Windows-8
http://www.wikihow.com/Install-Windows-8
http://www.wikihow.com/Install-Linux
http://www.wikihow.com/Find-and-Update-Drivers
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Session 04 
        

Computer Software 
 

hen you think of a computer imagine a machine made of two parts. The first part is 

the computer hardware, the physical parts of the computer that you can actually 

touch. The second part, what we call “computer software”, acts as the brain of the computer, 

telling the hardware what to do and when and how to do it. 

 

Software is the soul of the computer. Without it, the computer will never be useful; it is like a 

dead body. A computer cannot do anything on its own. It must be instructed to do a desired 

job. Hence, it is necessary to specify a sequence of instructions, which a computer must 

perform to solve a problem. Such a sequence, a series of instructions and/or data that the 

computer system will execute in a predetermined sequence, is called computer software. 

 
 

 

Exercise 01 

Identify the System Software and Application Software 

 

1. Identify each of the following programs as either system software or application 

software, by ticking the correct column. 

 Systems software Application software 

 

Word processing program   

Operating system   

Spreadsheet program   

Anti-virus utility   

Graphics package   

Disk clean-up program   

Database package   

Computer game   

 
 

 

 

W 
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Exercise 02 - Working with System Software 

 

2. Use information from the location list in the box to fill in the blank of the file address 

below 

 

 

 

 

 

 

 

 

 

 

 

Exercise 03 - Observe the Boot Process 

3. Observe the Boot Process of your computer and answer the following questions. 

a. Did the Windows OS boot okay? 

b. Could you see the memory amount as the system booted?  

 

4. What is meant by the boot sequence? Where in the BIOS Setup screen did you find the 

information on boot sequence? Outline a procedure for changing the boot sequence. 

 

5. Where in the BIOS Setup screen did you find the information on setting a password? 

Set a password for the BIOS Setup screen and outline the procedure for the same. 

 

a. C:\\Users\_______\stories\The Blue Rose 

b. C:\\Users\Adom\________\pencil and paper 

c. C:\\_________\Adam\stories\Alien Tap Dancing 

d. C:\\Users\Adom\drawings\_________ 

e. C:\\Users\Sara\__________\trees 

f. C:\\Users\Adom\________\elephant 

g. C:\\Users\________\stories\The Mysterious Box 

h. _______\\_______\Sara\__________\Tea Time 
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Exercise 04 – Operating Systems Vocabulary words 

6. Filling the blanks with the vocabulary words from the box below. Use each word 

only one time. 

 

 

 

a. The large program that controls how the CPU communicates with other 

hardware component is the __________________. 

b. A computer that is easy to operate is called ______________. 

c. The ______________ wakes up the computer and reminds it what to do.  

d. The ____________________ part of the operating system is stored on ROM.  

e. Important, but non-essential, parts of the operating system are stored on the 

computer‟s ___________. 

f. Disk-based operating system is also known as _________________. 

g. ___________________ is the most common operating system for PCs.  

h. Operating Systems are constantly being ________________ as technology 

advances. 

i. One example of a Macintosh OS is _______________.  

j. A Graphical User Interface uses ___________________ to help the user 

navigate within the computer system. 
 
 

Exercise 05 - Working with Application Software 

 

7. Select the type of program that would be best to use for each task given bellow. 

a. Creating a birthday card for a friend 

b. Balancing your checkbook 

c. Printing a mailing list 

d. Finding information on pyramids 

e. Playing solitaire 

f. Practicing math facts 

g. Keeping an address book 

h. Writing an essay about your pet 

i. Making a school newsletter 

j. Writing a story about aliens  

 

 
RESEARCH  SPREADSHEET  EDUCATION  DATABASE  

ENTERTAINMENT  DESKTOP PUBLISHING  WORD PROCESSING  
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8. What application would be the most appropriate for the tasks listed below? (There 

may be more than one correct answer) 

Task Application 

 

Sending an e-mail  

Writing an essay  

Keeping track of the money in your bank account  

Making a poster  

Editing a digital photo  

Creating records about the CDs, DVDs and games you own  

Accessing the Internet  

Working out your average mark over a number of tests  

 

 

9. Fill in the blanks with the given words from the box below. Use each word only one 

time. 

 

1. A __________________ is a set of instructions that tells the computer how to 

perform a specific task. 

2. Programs are like ________________ that allow people to work with computers 

without learning the computer‟s language. 

3. Using bits and bytes in different combinations to represent a code is known as 

____________ 

4. Copying a program onto your computer‟s hard drive from another source is 

known as ________ the program. 

5. People who write codes to create programs are known as computer 

_______________ 

6. Two examples of programming languages are ________________ and 

________________. 

7. Some programs can be ___________________ from the internet directly to your 

hard drive. 

8. If you wanted to write a letter, you would use a ________________ type of 

program. 

9. Computer games are _________________ programs. 

10. You would use a _______________________ program to create a birthday card. 



 

34 
 

10. To check the compatibility of each program on each type of computer, fill in the 

following tables for each software type and computer type. The first two have been 

completed as an example: 

Software Ability Office 

Computer Desktop PC 

 Software needs … Computer has … OK? 

Processor Any Pentium P2 266MHz yes 

RAM 32 Mb 128 Mb yes 

Hard disk 

space 

50 Mb free 600 Mb free yes 

OS Win 2000 / XP Win 98 no 

Media CD-ROM FDD, CD-ROM yes 

Conclusion: Ability Office cannot run on this computer because it has the wrong operating 

system. 

Comment: It might be possible to install Windows 2000, but this might need an RAM 

upgrade, and there might not be enough free hard disk space. 

 
 

 

 
 

 

 
 

 

 

 

Software Ability Office 

Computer Laptop 

 Software needs … Computer has …OK? 

Processor Any Pentium P4 2.6 GHzyes 

RAM 32 Mb            256 Mb  yes 

Hard disk space 50 Mb free 18 Gb free yes 

OS Win 2000 / XP            Win XP yes 

Media CD-ROM                           FDD, CD-ROM, DVD yes 

Conclusion: Ability Office can run on this computer. 

Comment:  No upgrade required. 

 

Software Adobe Photoshop 

Computer Desktop PC 

 Software needs … Computer has …OK? 

Processor Pentium 2 233 MHz P2 266MHz  

RAM 64 Mb RAM            128 Mb  

Hard disk space 120 Mb free 600 Mb free  

OS   Windows 98/2000/XP            Win 98  

Media CD-ROM                                  FDD, CD-ROM  

Conclusion:  

Comment:  

 

Software Adobe Photoshop 

Computer Laptop 

 Software needs … Computer has … OK? 

Processor Pentium 2 233 MHz P4 2.6 GHz  

RAM 64 Mb RAM            256 Mb  

Hard disk space 120 Mb free 18 Gb free  

OS Windows 98/2000/XP            Win XP  

Media CD-ROM                                 FDD, CD-ROM, DVD  

Conclusion:  

Comment:  
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11. Would any of the programs shown below run on the sample computer? 

 

 

Micro Max Inspire 

1.2 GHz processor  

256 Mb RAM  

10 Gb Hard Drive, 1340 Mb free  

CD Rom Drive, Floppy Disk Drive 

Keyboard and Optical Scroll Mouse 

Windows 2000 Operating System  

 

(A) CoralDraw  (B) NoxiaMedia CD Creator 

A Graphics Application  A CD/DVD Burning Application 

System Requirements  System Requirements 

200 MHz Processor  500 MHz Processor (for burning CDs) 

Windows 2000/XP  1.2 GHz Processor (for burning DVDs) 

128 Mb RAM  Windows 2000/XP 

250 MB Hard Disk Space  1 Gb Hard Disk Space 

  256 Mb RAM 

   

(C) Far Shout  (D) CyberSoft Director 

A Game  Video Editing 

System Requirements  System Requirements 

1 GHz Processor  450 MHz Processor 

Windows95/98/2000/XP  2 GHz Processor (for MPEG editing) 

256 Mb RAM  Windows 95/98/ME/2000/XP 

4 Gb Hard Disk Space  128 Mb RAM 

64 Mb Graphics Card  1 Gb Hard Disk Space  

  (15 Gb recommended) 

  CD/DVD Writer 

 

 

Program Run (Y/N) Explanation 

A   

B   

C   

D   
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Session 05 
 

Computer Networks 
 

nformation and communication are two of the most important strategic issues for the 

success of every enterprise. While today nearly every organization uses a substantial 

number of computers and communication tools, they are often still isolated. While managers 

today are able to use the newest applications, many departments still do not communicate 

and much needed information cannot be readily accessed.  

 

To overcome these obstacles in an effective usage of information technology, computer 

networks are necessary. They are a new kind (one might call it paradigm) of organization of 

computer systems produced by the need to merge computers and communications. At the same 

time they are the means to converge the two areas; the unnecessary distinction between tools 

to process and store information and tools to collect and transport information can disappear. 

Computer networks can manage to put down the barriers between information held on several 

(not only computer) systems. Only with the help of computer networks can a borderless 

communication and information environment be built.  

 

A computer network or data network is a telecommunications network that allows computers 

to exchange data. In computer networks, networked computing devices (network nodes) pass 

data to each other along data connections. 

 

 

Exercise - 01 

Basic hardware and terminology in networks 

 

1. Thediagrambelowshowsasimplenetwork.Usethewordsinthelistatthebottomtolabelt
he diagram: 

 

 

   

 

 

 

 

 

FILESERVER ---TERMINALS---CABLES---PRINTER SERVER 

I 
 

 

http://en.wikipedia.org/wiki/Telecommunications_network
http://en.wikipedia.org/wiki/Computer
http://en.wikipedia.org/wiki/Data_%28computing%29
http://en.wikipedia.org/wiki/Node_%28networking%29
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2. A friend is setting up a small home network that is to have access to the World Wide 

Web. What elements would be required to set up such a network and why would they 

be needed? 

 

3. The library software runs on a LAN (Local Area Network).  Users can print book lists.  

Draw a labeled diagram of the LAN.  You should show on the diagram a fileserver and 

at least three computers connected to the LAN. 
 

4. Describe how bandwidth affects the performance of a network. 

 

 

Exercise – 02 

Gather TCP/IP Configuration Information 

 

5. Use the Start menu to open the command prompt. 

(Start >Programs >Accessories >Command Prompt or Start >Programs >Command 

Prompt) 

 

Type; ipconfigand press Enter. (The spelling of ipconfig is critical, but the case is not.) 

 

Command Screen: ipconfig Results 
 

 
 

This screen shows the IP address, subnet mask, and default gateway. The IP address and 

the default gateway should be in the same network or subnet; otherwise, this host would 

not be able to communicate outside the network. In the figure, the subnet mask reveals 

that the first three octets must be the same number in the same network. 

 

6. Record the Following TCP/IP Information for your Computer. 

i. IP Address 

ii. Subnet Mask 

iii. Default Gateway 
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7. Compare your Computer‟s TCP/IP Configuration to other computers on the LAN. 

 

i. Are there any similarities?  

ii. What is similar about the IP addresses?   

iii. What is similar about the default gateways?  

iv. Record a couple of the IP addresses.   

 

8. Check Additional TCP/IP Configuration Information. To see more information, type; 

ipconfig /all and press Enter.  

Command Screen: ipconfig /all Results 

 

You should see the following information: the hostname; the DHCP server’s address, 

if used; and the date the IP lease starts and ends. Review the information. You might 

also see entries for DNS servers, which are used in name resolution. 

  

Above results reveal that the router performs both DHCP and DNS services for this 

network. This network is likely a small office/home office or small branch office 

implementation.  

 

9. You also see the physical (MAC) addressand the NIC model (description). In the LAN, 

what similarities do you see in the physical (MAC) addresses? 

 

10. What is the function of the DNS server? 
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Exercise – 03 

Using ping and tracer from another computer 

 

11. In the command prompt, type ping, a space, and the IP address of another computer in 

the network.  

 

Command Screen: ping Results 

 
 

Perform the above ping command in your computer. If a second networked computer is 

available, ping the IP address of the second machine. Notethe results. 

 

Was the ping successful? 

 

 

12. Determine the class, network number and broadcast address for the following IPv4 

addresses. 

i. 207.21.54.240   
255.255.255.0 

 

 

  

ii. 60.41.211.5  

255.0.0.0 

 

 

Address Class  _________________ 

Network Number _________________ 

Broadcast Address _________________ 

Possible No. of Hosts _________________ 

 

Address Class  _________________ 

Network Number _________________ 

Broadcast Address _________________ 

Possible No. of Hosts _________________ 
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Exercise – 04 

Computer networks 

 

13. You have been asked to design two physically separated networks namely A&B, each 

having exactly 10 computers.  The IP address of A and B networks are 10.93.5.0 and 

10.93.6.0 respectively. It is required that the computers in the two networks must be 

able to communicate with each other. 

 

i. Suggest a suitable subnet mask for each of these works. 

 

ii. Name the device required to connect these two physical networks to communicate 

with each other. 

 

iii. Draw a network diagram for the above network & assign suitable IP addresses 

for the devices in these two networks. 

 

 

14. A company has several departments and networks. Following are the number of 

computers in each department. 

 Department No ofcomputers 

A IT 28 

B Accounts 16 

C HumanResource 9 

D Administration 6 

E Purchase 25 

 

i. 192.168.10.10IP Address isassigned toa computerin the computernetworkoftheIT 

department. 

 

i. State the numberofsub networkssuitableforthis computernetwork and 

thenumberof computersconnected toasub networksrespectively. 

ii. Write downthe subnet mask forthe abovecomputernetwork. 

 

(b) IP addressesoftwo computers forsub networksofHuman Resources and Administration 

Departments are 192.168.10.65and 192.168.10.97 respectively. 

 

i. Name devices neededto connectthesetwo physicalnetworksfor 

communication. Briefly explainthe above device‟sfunctions. 

 

ii. Draw a networkdiagramto connectthese twodepartments,using abovedevices inb(i) 

and writedown allsuitableIP addressesassigned toeach deviceofboth networks. 

 

 

Exercise – 05 
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Networks Classification 

 

15. Complete the table giving below to show the features of each type of network using 

these key terms; Expensive, Economical, Single Cable, Many Cables, Reliable, 

Unreliable, Links to server, Links to other PC‟s. 

 

 

 

 

 

 

 A B C 

Cost to set up    

Number of cables    

Links    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

A B C 
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Session 06 
 

Usage of ICT & Environment for Computers 
 

e live in an age where vast amounts of information pass from one side  

of the World to the other in seconds. At home, at school, at the  

office, even in the streets, we are bombarded with a dazzling variety  

of information, which is right at our fingertips IF we know how to use  

it! The important issue closely related to working with ICT is how to use  

it effectively. 

 

 

 

General Exercises 

1. Name the following eight health and safety issues. 

 

 
2. For each risk shownbelow, give two safety measures that reduce the risk. 

i. Eye strain from staring at monitor 

ii. Back strain 

iii. Repetitive Strain injury  

W 
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3. Read the statement below and write “True” or “False” in the blank. 

 

 

 

 

 

 
 

 

 

4. Answer the following questions about computer safety;  

i. What tools should you have on your worktable before beginning to work on any 

computer? 

  ii. What characteristic should a tool not have when working on a computer?  

iii.   What special process is required before handling electronic circuit boards or ICs? 

iv.   What type of footwear is most suitable when working on a computer? 

v.    What type of clothing must be avoided when working on a computer? 

vi.   Describe how electronic devices and computer circuit boards must be handled. 

vii. Name two special considerations when choosing cleaning agents for computer 

components. 

viii.Why is it important not to eat or drink in the computer lab? 

ix.What is the procedure to follow if chemicals get into your eyes? 

x. Why is it always important to record settings and configurations before changing 

them? 

xi. Explain how you would „backup‟ a file. Why is that important? How would you 

create a „backup‟? 

i. Do not use the computer during a storm.    ________ 

ii. Spray your computer with household cleanser to keep it clean. ________ 

iii. Spilling liquids on your computer won‟t hurt it.   ________ 

iv. Keeping your computer dust-free can help it last longer.  ________ 

v. Your mouse should never need cleaning.    ________ 

vi. It won‟t hurt to eat meals while using the computer.  ________ 

vii. Install one program, and then test your computer for problems 

before installing another program.    ________

      
viii. Downloading from internet sites could expose your computer 

to dangerous viruses.      ________ 

       

ix. Surge protectors can help guard against lighting, but may 
not be complete protection.     ________ 

       

x. You should remove the computer cover monthly to clean inside.________ 

xi. Opening an email attachment could download a virus into 
your computer keyboard.      ________ 

xii.      Canned air can be used to clean your computer keyboard. ________
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Session 07 
 

Information Security and Legal Regulations 
 

hile information security plays an important role in protecting thedata and assets of an 

organization, we often hear news about security incidents,such as defacement of 

websites, server hacking and data leakage. Organizations need to be fully aware of the need 

to devote more resources tothe protection of information assets, and informationsecurity must 

becomeatop concern in both government and business. 

 

To address the situation, a number of governments and organizations have set 

upbenchmarks, standards and in some cases, legal regulations on information security to 

help ensure an adequate level of security is maintained, resources are used in the right 

way,and the best security practices are adopted.Some industries, such as banking, 

areregulated,and the guidelines or best practices put together as part of those 

regulationsoften becomea defactostandard among members of these industries. 

 

 

 

General Exercises 

 

1. Consider the information stored on your personal computer. For each of the terms 

listed, find an example and document it; threat, threat agent, vulnerability, exposure, 

risk, attacked and exploit. 

 

2. People have been subjected to blackmail, harassment, theft and fraud for centuries. ICT 

is not changing the types of crime committed, but has changed how they are committed. 

 

Discuss this statement with reference to current ICT-related legislation and 

regulationsthat exist to try to prevent criminal activities. 

 

3. An ethical issue in ICT arises from the easy access available to other peoples‟ 

unsecured wireless networks which can then be misused. Describe two other ethical 

issues in ICT.  

 

3. Identify possible external threats to data that is stored on a network and explain how 

you would try to prevent them. Explain why standards are needed when transferring 

data from one device to another on a network. 

 

 
 

W 
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Session 08 
 

Introduction to Windows 7 
 

e have all used XP for many years now, and some of us have even moved onto Vista. 

But the next thing on our minds is, what does Microsoft have in store for us with the 

next Windows Operating System? Well, this session is to tell you just that. Meet Windows 

7…! 

 

Windows 7 is the latest and the most released version of operating systems produced by 

Microsoft for use on personal computers, including home and business desktops, laptops, 

netbooks, tablet PCs, and media center PCs. 

 

It is a follow up to the windows vista OS which is released in 2006. An OS allows your PC to 

manage software and perform essential tasks. It is also a GUI;Windows 7 has 4 default 

libraries for documents, music,videos and pictures. 

 

 

Exercise – 01 

Introduction to Windows 7 

 

1. Fill in the blanks with the matching letter of the start menu given below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

W 

 

 

1. Personal Folder: _______ 

2. Special Folders: _______ 

3. Pinned Programs: _______ 

4. Common Tools: _______ 

5. Help  : _______ 

6. Search Box : _______ 

7. All Program Menu: ______ 

8. User Account : _______ 

9. Recent Programs: _______ 

10. Application column: ______ 
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2. Fill in the blanks with the given words from the box below. Use each word only once. 

 

i. You put things in the ________________ that you no longer need or want. 

 

ii. A __________________ uses graphics or pictures to help the user navigate and 

access programs. 

 

iii. The Start Menu and clock are found on the __________________. 

 

iv. The _____________ is the background screen for all programs and contains the 

commands needed to access them. 

 

v. An _________________ is a small picture that links to a file or program. 

 

vi. At the top of each window, the ______________ contains the title and buttons to 

close, minimize and resize. 

 

vii. Moving the _________________ up or down allows you to see all of the 

information in a window. 

 

viii. Programs and applications run inside ______________ that can be opened, close 

or resized. 

 

ix. The _____________ is like a backdrop on your screen that can be changed. 

 

x. Found below the menu in some windows, the ______________ contains icons or 

options that allow you to perform specific tasks. 

 

xi. The _______________ contains basic operations such as run, shut down and find. 

 

xii. The ___________ contains important system controls.      
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Exercise 02 - How to Install Windows 7 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Step 1 - Place Windows 7 DVD in your dvd-rom 

drive and start your PC. Windows 7 will start to boot 

up and you will get the following progress bar.  

 

 

Step 2 - The next screen allows you to setup your 

language, time and currency format, keyboard or 

input method. Choose your required settings and 

click next to continue.  

 

 

Step 3 - The next screen allows you to install or 

repair Windows 7. Since we are doing a clean install 

we will click on "install now".  

 

 

Step 4 - Read the license terms and tick I accept 

license terms. Then click next to continue.  

 

 

Step 5 - You will now be presented with two 

options. Upgrade or Custom (Advanced). Since we 

are doing a clean install we will select Custom 

(Advanced). 

 

 
Step 6 - Choose where you would like to install 

Windows 7. If you have one hard drive, you will get a 

similar option to the image given. You can click next 

to continue. If you have more than one drive or 

partition then you need to select the appropriate drive 

and click next. If you need to format or partition a 

drive then click Drive options (advance) before 

clicking next. 

 
 

http://www.buildeasypc.com/pics/windows_7/windows7_1.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_2.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_3.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_4.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_5.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_6.jpg
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Step 7 - Windows 7 starts the installation process and 

starts copying all the necessary files to your hard drive 

as shown on the image below.  

 

 

Step 8 - It will go through various stages of the setup 

and will reboot your system few times.  

 

 
Step 9 - When your PC reboots it attempts to boot 

from DVD as it is the first boot device. Do not press 

any key during the boot prompt so Windows 7 will 

continue with the installation by booting from the hard 

drive. 

 

 
Step 10 - After the reboot your computer will be 

prepared for first use. 

 

 Step 11 - At this stage you need to choose a user 

name and computer name. Click next to continue. 

The user account you create here is the 

Administrator account which is the main account for 

your Windows 7 that has all the privileges. 

 

 
Step 12 - Choose your password and password hint 

just in case you forget your password and need to jog 

your memory. 

 

 

http://www.buildeasypc.com/pics/windows_7/windows7_7.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_8.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_9.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_10.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_11.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_12.jpg
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Step 13 - You can now type the product key that 

came with Windows 7 and click next. If you do not 

enter the product key you can still proceed to the 

next stage. However Windows 7 will run in trial 

mode for 30 days. You must therefore activate 

Windows within 30 days otherwise you cannot 

access your computer after 30 days. 

 

 

Step 14 - Help protect your computer and improve 

Windows automatically. Choose Use recommended 

settings. 

 

 

Step 15 - Review your time and date settings. Select 

your time zone, correct the date and time and click 

next to continue.  

 
 

Step 16 - Select your computer's current location. 

If you are a home user then choose Home 

network otherwise select the appropriate option. 

 

 

Step 17 - Windows will now finalize the settings for 

your computer and restart. 

 

 

Step 18 - After the final restart Windows 7 will start 

to boot up.  

 

 

Step 19 - Finally you have the log on screen. Just 

type your password and press enter or click on the 

arrow to log on to Windows 7 for the first time. 

 

 

http://www.buildeasypc.com/pics/windows_7/windows7_13.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_14.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_15.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_16.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_17.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_18.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_19.jpg
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Step 20 - After you have logged on to Windows 7 for 

the first time, you will see similar desktop to the 

image below. At this point you can start using your 

computer. However it may not be fully configured. 

You need to make sure that all the hardware is 

detected correctly and the necessary device drivers are 

installed. This can be done from the device manager. 

  

Step 21 - To go to device manager click - Start Menu 

-> Control Panel -> System and Security -> System -

> Device Manager. You will see all your hardware 

listed as shown on the image below. You need to 

check if you have any yellow exclamation marks next 

to the name of the devices, similar to "Multimedia 

Audio Controller" on the image below. This indicates 

that the driver has not been installed for this device.  

At this stage you can install the driver for this device. 

 To do so, Right Mouse click on Multimedia Audio 

Controller -> Update Driver Software... 

 

 

 

Step 22 - You can choose to "Search automatically 

for updated driver software" or "Browse my 

computer for driver software". If you have the driver 

CD or if the driver is on a USB drive then choose 

"browse my computer for driver software". Window 

7 will search and install the driver from the CD or 

you can locate the driver manually. 

Once you have removed all the yellow exclamation 

marks from the device manager your Windows 7 

configuration would be fully complete. 

 

 

Step 23 - Finally check if you have successfully 

activated Windows 7. Click Start Menu -> Control 

Panel -> System and Security -> System. You will get 

a window similar to the image below. Towards the 

bottom you will see Windows is activated followed by 

your product ID. This shows that your copy of 

Windows 7 is fully activated. 

 

 

http://www.buildeasypc.com/pics/windows_7/windows7_20.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_21.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_22.jpg
http://www.buildeasypc.com/pics/windows_7/windows7_23.jpg
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Session 09 
 

Microsoft Word 2007 
 

ord Processing programs allow you to develop a wide range of documents (letters, 

memos, resumes, and reports) with the use of a computer. The great advantage of 

word processing over using a typewriter is that you can make changes without retyping the 

entire document. 

 

Microsoft Word is one of the most popular word processing software today. It allows users to 

create professional looking documents quickly and easily. There are some other advantages 

of using MS Word too; saving storage space, provides spell checking, improves the layout 

and graphics of your document, helps you create tables, personalized envelops and mailing 

labels and transaction of documents. 

 

Microsoft Word 2007 windows is a “What You See is What You Get” (WYSIWYG) program, 

which means that you will see all the fonts and graphics on the screen exactly as they will 

print out.  

 

 

Exercise 01  

 Getting Started Microsoft Word 2007 

1. Start MS Word.  

2. Minimize, Restore, and Maximize the window. 

3. Customize the Quick AccessToolbar. 

4. Minimize the Ribbon by using the Quick Access Toolbar, and then click a menu tab to 

see the Ribbon re-appear.  Notice how when you click off the Ribbon it will disappear 

again.  Go back to the Quick Access Toolbar and reset the Ribbon. 

 

5. Use the Dialog box launcherto view more page setup options. Change the Orientation to 

Landscape. 

6. Hide the Ruler and View it again.     

7. Right click on the Status Bar, and then add Columns and Line Numberto the Status Bar. 

Notice how the icons on the Status Bar have changed.    

8. Open the Zoom Dialog boxand zoom the document to 200%. 

9. Use Helpto find information on Printing.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

10. Exit Word. 

 

W 
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Exercise 02 

Getting familiar with Microsoft Word 2007 

Fill in the blanks with matching icon number given bellow. 

 

__________ underline 1.  
 

__________ cut 2.  
 

__________ save 3.  
 

__________ right tab 4.  
 

__________ new 5.  
 

__________ undo 6.  
 

__________ show/hide 7.  
 

__________ close box 8.  
 

__________ print 9.  
 

__________ center 10.  
 

__________ open 11.  
 

__________ copy 12.  
 

__________ italic 13.  
 

__________ bold 14.  
 

__________ paste 15.  
 

__________ left justify 16.  
 

__________ decimal tab 17.  
 

__________ minimize 18.  
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Exercise 03 

Working with Documents 

1. Start a new Word document. 

2. Type few sentences about yourself. 

3. Select Office Button | Close. What message is displayed? 

4. Click Cancel in the message box to cancel the close process. 

5. Save the document as MySelf andCloseit. 

6. Open the document MySelf. What are the two methods to open a file?   

7. Which keyshould use to place the cursor at the end of the text?  

8. Press <Enter> at the end of the text and type some text about your Home town. 

9. Save the document as a Rich Text Formatfile with the same name.Closeit. 

10. Start a new document in Word and type some text about your hobbies. 

11. Switch to Outline View. 

12. Switch to Web Layout View. 

13. Use a specific command to save the page as a web pagewith the name MyHobbies. Close 

the document. 

14. Open the document MyHobbies. Go to the end of your text and type an extra line. 

15. Save the document as a Plain Textfile with the same name.  

16. A warning is displayed. Why is this? Click OK to accept the warning.Close Word. 

17. Open the document Myself. 

18. Select Print Preview.  

19. Make sure the Magnifier cursor is selected and click once on the page to enlarge it. 

20. Click again to return to the previous magnification. 

21. Change the view so that the preview shows both pages at once. What is the name of the 

button used to do this?  

22. Close Print Preview. 

23. Select a part of the document and printa copy of that part only. 

24. Close the document. 
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Exercise 04 - Editing and Formatting 

Open a new MS Word document and type the following text given bellow; 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Check the spelling errors and replace mistakes by making a choice from the suggestions. 

Ignore the names of people/places. 

2. Use the toolbar button to display non printing characters.  

3. Insert a paragraph break at the end of the second sentence of the first paragraph. 

4. Insert a blank line after this to separate it from the next paragraph. 

5. Place the cursor in the title of the text. What key combination will select the whole 

sentence? 

6. Change the title to uppercase and bold. 

7. What key combination increases the font size of the heading? 

Harry Potter and the Prisoner of Azkaban for Harry Potter Series Book 3 by J.K. Rowling 

Harry Potter and the Prisoner of Azkaban is the third novel in the Harry Potter series written by J. K. 

Rowling. The book follows Harry, a young wizard, in his third year at Hogwarts School of Witchcraft and 

Wizardry, during which Harry, along with Ron Weasly and Hermione Granger, investigate Sirius Black, 

an escaped prisoner from Azkaban, whom they believe is one of Lord Voldermort's old allies. The book 

was published on 8 July 1999. The novel won the awards listed below; 

 Whitbread Book Award (1999)  

 The Bram Stoker Award  

 The 2000 Locus Award for Best Fantasy Novel 
 

And was short-listed for other awards, including the Hugo.  

A film based on the novel was released on 31 May 2004, in the United Kingdom and 4 June 2004 in the 

U.S. and many other countries. This is the only novel in the series that does not feature Lord Voldemort 

in some form. 

J. K. Rowling 

J. K. Rowling is a British novelist, best known as the author of the Harry Potter fantasy series. The Potter 

books have gained worldwide attention, won multiple awards, and sold more than 400 million copies. 

They have become the best-selling book series in history, and been the basis for a series of films which 

has become the highest-grossing film series in history.  

Lord Voldemort 

A fictional character and the main antagonist of J. K. Rowling's Harry Potter series. Voldemort first 

appeared in Harry Potter and the Philosopher's Stone, which was released in 1997. Voldemort 

appeared either in person or in flashbacks in each book and film adaptation in the series, except the 

third, Harry Potter and the Prisoner of Azkaban, where he is mentioned. 

 

 

 

http://readbookfree.com/J.K._Rowling/Harry_Potter_Series.html
http://readbookfree.com/J.K._Rowling/
http://en.wikipedia.org/wiki/Harry_Potter_%28character%29
http://en.wikipedia.org/wiki/Wizard_%28fantasy%29
http://en.wikipedia.org/wiki/Hogwarts_School_of_Witchcraft_and_Wizardry
http://en.wikipedia.org/wiki/Hogwarts_School_of_Witchcraft_and_Wizardry
http://en.wikipedia.org/wiki/Hogwarts_School_of_Witchcraft_and_Wizardry
http://en.wikipedia.org/wiki/Ron_Weasly
http://en.wikipedia.org/wiki/Hermione_Granger
http://en.wikipedia.org/wiki/Sirius_Black
http://en.wikipedia.org/wiki/Azkaban
http://en.wikipedia.org/wiki/Lord_Voldermort
http://en.wikipedia.org/wiki/British_people
http://en.wikipedia.org/wiki/Harry_Potter
http://en.wikipedia.org/wiki/List_of_best-selling_books
http://en.wikipedia.org/wiki/Harry_Potter_%28film_series%29
http://en.wikipedia.org/wiki/List_of_highest-grossing_film_series#Highest-grossing_franchises_and_film_series
http://en.wikipedia.org/wiki/Character_%28arts%29
http://en.wikipedia.org/wiki/Antagonist_%28literature%29
http://en.wikipedia.org/wiki/J._K._Rowling
http://en.wikipedia.org/wiki/Harry_Potter
http://en.wikipedia.org/wiki/Harry_Potter_and_the_Philosopher%27s_Stone
http://en.wikipedia.org/wiki/Harry_Potter_and_the_Prisoner_of_Azkaban
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8. Make the first letter of the first paragraph larger and fall into three lines (Drop cap).  

9. Delete the last sentence of the text. Undo the action using the appropriate short-cut key. 

10. Replace all occurrences of the word “awards” with the word “rewards”. 

11. What is the key board short-cut to change the sub heading “J. K. Rowling” to italic and 

underlined?  

12. Change the font of above sub heading to Tahoma and a color of dark blue. 

13. Use a toolbar button to apply all this formatting to the other sub headings. 

14. Use editing commands to move the content of “J.K Rowling” to the beginning of the 

document so that it becomes the first paragraph. 

15. Change the layout of the page as; Page Size: A4 (8.27ʺ x 11.69ʺ) and Page Orientation: 

Landscape 

16. Change the page margins as follows: 

Top: 1.25”  Bottom: 1.25”  Right: 1.25”  Left: 1.25”  

17. Format the entire document as specified bellow; 

Line Spacing: 1.15”Font: Times New RomanFont Size: 12Align: Justify 

18. Hyphenate the document automatically.  

19. Save the document as Harry Potterand Close it. 

 

 

Exercise 05 

Multiple Documents 

1. Open the document My Hobbies, and then open the document Harry Potter. 

2. Use themenu option to switch to My Hobbies document again. Which menu is used? 

3. At the end of the document leave a blank line then add the sentence: My favorite novel is 

Harry Potter and the Prisoner of Azkaban by J.K. Rowling 

4. Switchto the Harry Potter document and copythe 2
nd

 paragraph. 

5. Switch back to My Hobbies document and paste the text starting on a new line after the 

newly added sentence. 

6. Make sure the newly added text has the same formatting as the existing texts. 

7. Enter “Spend the leisure with hobbies” in the right aligned of the document header. 

8. Enter an automatic page number field in the center of the document footer. 

9. Save the document as My Hobbies2. 

10. Printa copy of the complete document. Close it. 

http://readbookfree.com/J.K._Rowling/
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Exercise 06 

 Working with Tables 

1. Start a new Word document. 

2. Create the following table and find the total amount of the following table using 

sumfunction in the word application. 

 

Creative Lanka (Pvt) Ltd 
No. 45, Fife Road, Colombo 05, Sri Lanka 

DATE DESCRIPTION QUANTITY UNIT PRICE AMOUNT 

23 July 05 Intel Pentium 4  PC 

Canon Inkjet Printer 

600 VA UPS 

USB Pen 

02 
01 

01 
03 

 

55,000 

6000 

3750 

2100 

 

TOTAL  

 

 

Exercise 07 

Table of Contents & Table of Figures 

1. Create a Table of Contents as given below. 

 

1Sri Lanka - Country Report................................................................................... 1  

 1.1 The hub of South Asia ............................................................................... 1  

 1.2 History ....................................................................................................... 1  

 1.3 Geography ................................................................................................. 1  

 1.4 People & Language .................................................................................... 1 

 1.4.1 Ethnicities ....................................................................................... 1 

 1.4.2 Language......................................................................................... 2 

 1.5 Religion ..................................................................................................... 2 

 1.5.1 Buddhism ........................................................................................ 2 

 1.5.2 Modern Sri Lankan Buddhism ......................................................... 2 

 1.5.3 Hindunism ....................................................................................... 3 

 1.6 Economy.................................................................................................... 3 

 1.7 Arts, Culture and Music of Sri Lanka ......................................................... 3 

 1.8 Festivals in Sri Lanka ................................................................................. 3 

 1.8.1 Buddhist festivals ............................................................................ 4 

 1.8.2 Hindu Festivals ............................................................................... 4 

 1.8.3 Muslim festivals .............................................................................. 4 

 1.8.4 National festivals ............................................................................. 4 

 1.9 Exports ...................................................................................................... 4 

 1.10 Communications and Information Technology ......................................... 5 
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2. Create a Table of Figures as given below. 

 

Figure 1 - The ENIAC ................................................................................... Error! Bookmark not defined. 

Figure 2 - A standard Desktop Computer .................................................... Error! Bookmark not defined. 

Figure 3 - A Laptop Computer ..................................................................... Error! Bookmark not defined. 

Figure 4 - Some Netbook Computers .......................................................... Error! Bookmark not defined. 

Figure 5 - Personal Digital Assistants (PDAs) ............................................... Error! Bookmark not defined. 

 

 

 

Exercise - 08 

Working with Equations 

 

1. Type the following mathematical equations using an Equation bar. 

 

a.  

2

m

im
i




 

 

 

 

 

b.  

  





n

i ix XX
n

S
1

22

1

1
 

 

 

 

 

c.  

𝑓 𝑥 = 𝑎0 +  𝑎𝑛 cos
𝑛𝜋𝑥

𝐿
+ 𝑏𝑛 sin

𝑛𝜋𝑥

𝐿
 

∞

𝑛=1

 

 

 

 

 

 

 

 



 

58 
 

 

Exercise 09 

Working with Graphic Tools 

1. Prepare the following leaflet using suitable graphic tools in MS Word 2007. 

 

 

  

 

 

A brand new IBM PC Computer with Internet access 

 

 The Hardware 

 Intel Pentium 4 with 2.8 Ghz Processor 

 40Gb Hard drive 

 128 of RAM 

 15” Monitor 

 Keyboard IBM mouse, IBM stereo speakers, CD ROM 56x Max, 3.5” floppy disk 

 

 The Software 

 Microsoft Windows XP Professional 

 Microsoft Office XP 

 Norton Antivirus 
 

 

 

 

 

 

 

 

 

 

Only 10% 

     Interest 

For 

Members 

Only 
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Exercise 10 - In Columns 

 

Computer Viruses 

What is a computer virus? 

We all get affected by viral infection deceases it is difficult to find a cure for a viral infection. 

Computer virus is a harmful computer program developed by a person that disrupts 

operations of a computer in various ways. It can be either malfunction of a program or set of 

programs, it can be a program which generates e-mails in thousands, it can be a program that 

damages important files such as documents beyond recovery, a program just simply destroys 

the files system of computer making it completely unusable or simply a harm less program 

which displays a message in a taskbar or a title bar. Definitely you need to know that 

computer viruses do not infect any human being.  

Common virus types  

There are several types of computer viruses existing and basically they can be classified 

according to different categories. First two categories are resident viruses and nonresident 

viruses.  

Common Methods of infection 

Computer viruses can be transmitted via many methods. Before the popularity of computer 

networks most of the computer viruses were written to spread through removable media like 

floppy disks. Today most of the viruses are being transmitted using removable media like 

thumb drives, through networks and the Internet. 

Resident virus always runs on the computers‟ memory and runs automatically or is triggered 

by an action performed by the user to infect or replicate itself to new locations or files. 

Nonresident viruses are activated when the user performs a specific activity such as accessing 

floppy/removable media, starting a specific program like Microsoft Word etc. 

The risks of viruses 

Some time back, viruses were created only to cause annoyance or damage. Now however 

there is a new kind of virus in existence which attempt to „steal‟ information from computer 

systems and transmit it to another location. The most obvious information to be targeted is 

financial security data such as bank account details and password. 

The problem is so widespread that some experts have predicted that it will cause the end of 

email as a communication method. Whilst this may be an exaggeration, it is perhaps a 

measure of the severity of the problem.  

 

1. Type the above article and format the text (except for the main heading) in to 

twocolumns. 

2. Insert an image of desktop computers to the first paragraph. 

3. Adjust the size of the image so that it fits the column properly. 

4. Save the article as “Two Columns” and close it. 

5. Open the file again and format the text in to threecolumns. 

6. Move the image in to the top left hand corner of the paragraph area. Increase the size of 

it to the length of two columns. 

7. Align the image with the second and third paragraphs. 

8. Insert a border around the article. 

9. Save the article as “Three Columns” and close it. 
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Exercise 11 - Mail Merge 

 
1. Create the following letter using the Mail Merge.  

 Prepare the list of customers. 

 You have to use placeholders for 

o Address block 

o Greeting  line 

o Coupon no 

o If the customer is a female customer she has to Bring in the coupon. 

Male customers have to Mail the coupon. 

 

 

Fourth Coffee 

234 Center Btvd 

Bellingham, WA 14458 

21/01/2011 

 

Nancy Anderson 

123 Main St, 

Bellingham, WA 14456 

 

Dear Nancy, 

 

I wanted to thank you for your business during past year. It‟s loyal customers like you who 

have made Fourth Coffee a success. 

We have some wonderful new coffee roasts that I think you‟ll enjoy, and we‟re now baking 

scones and muffins on site. Bring in the coupon attached with this letter to get a free pound 

of coffee. 

Your coupon no:  1 

 

Sincerely, 

 

Carol Poland 

Proprietor 
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General Exercises 

 

1. Create your CV or Bio Dataand save it as “MyCV”. Apply appropriate formatting to 

your CV or Bio Data. 

 

 

2. Choose a topic from following topics and create a report using appropriate Style 

formats. You are advised to use Heading styles (Heading1, Heading 2…) for the 

document headings. Make a new style called My Style for preparing body text as 

follows. 

 

Font: Sylfaen, 12pt, Indent: left 0.5”, Justified, Line spacing Single. 

 

a. History of Sri Lanka 

b. Solar Power 

c. Wi-Fi Technology 

d. Genetic Disorder 

Insert pictures to your report and add captions for the pictures. Insert suitable 

headerand footer, page numbers to your report. Insert Table of content and Table of 

figuresto the first and second pages of your report. 
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Session 08 
 

Microsoft Excel 2007 
 

icrosoft Excel is a spread sheet package. It provides you with an Electronic 

Spreadsheet using which you can calculate projects and analyze your data in 

professional quality documents and charts. It also provides you more facilities to automate 

your tasks. 

 

Also, it is the staple of business software because it makes things like payroll and any other 

kind of information that you might want to sort in an orderly fashion very easy to manage. 

Even if a company doesn't use it in their main workforce like a financial company, they likely 

use it for their own employees. 

 

 

General Exercises 

 

Question 01 

 

01. Start Microsoft Excel2007. 

 

02. Get a new workbook and save your workbook as “Marks.xls”.  

 

03. Change the name of the work sheet “Sheet1” to “Marks1”. (Right click on the sheet 

name & select “Rename” & rename it ) 

 

04. Delete the “Sheet2” & “Sheet3”. 

 

05. Insert a new work sheet & name it as “Marks2”. 

 

06. Create a data sheet using the data shown in table “Table 1” in the worksheet “Mark 

1”. Follow the step from question 6. 

 

07. First type the names of the columns. 

 

08. Merge the necessary cells. 

 

09. Select the column C (Index No) & change the column width (HomeCell 

FormatCellSizeAuto Fit Selection) 

 

10. Select the columnD (Name) & change the column width 

(FormatColumnWidth& give a suitable width) 

 

11. Change the width of the column “H” using mouse Double- Click. 

M 
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12. Change the column width of column “J” using click on left mouse button on the 

column header. 

 

13. Select the second row (Index no, Name…Total, Average) & change font size to 14 

and the row height to give a suitable height. 

 

14. Change the height of row using mouse (Put the mouse pointer at the bottom edge of 

the row number (1,2…)& move the mouse while pressing the left mouse button). 

 

15. Complete the rest of the table as follows.  

 

16. Insert a picture as shown below.  

 

 

 

17. Insert the following rows after the 15th row. 
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18. Insert the following column after Column H. 

 

 

 

 

 

 

 

 

19. Change the colors of column “C” and “D” to yellow and green respectively.  

 

20. Apply a pattern to the text area of column B. 

 

21.  Using fill handle insert dates and following numbers to Marks2sheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

22.  Apply cell styles to the Dates column. 
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Question 02 

 

1) Create a following Table& complete 

 

 

 

2) Using below the conditions given below create following worksheet. 
 

 

 

  

 

 

 

 

 

 

 Add following figures to 

worksheets 

o Min Marks 

o Max Marks 

o Average of Marks  

o Number of Grade A 

Students  



 

66 
 

3) Create the worksheet called `EmpSalary‟ and use formulas to calculate salaries. 

 

Gross Salary =Hours Worked * Hourly Rate  

E.P.F = Gross Salary * E.P.F Rate 

E.T.F = Gross Salary * E.T.F Rate 

Net Salary = Gross Salary - (E.P.F+E.T.F) 

 

 

 

a) How many workers are there? 

b) What is the maximum gross salary? 

c) What is the average of gross salary? 

d) How many Workers‟ gross salary is over than or equal Rs.12,000/= 
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4) Follow these steps while creating the following balance sheet. 

 Enter Text and Numbering without formatting 

 Use fill handle to fill January, February…………. 

 Use formulas when summing. 

 Drag formulas to other cells. 

 Create a graphic object for company name. 

 Format your sheet 

 Centre names of months 

 Create a custom format for currencies.(Rs.42,894/=) 

 Change fonts font styles, borders, and patterns when necessary 

 Centre  your sheet across page 

 Hide January column 

 Check spellings 

 Save it as sales 

 Protect your file saving as protectsales 

 Close your file and try to open protectsales 
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Question 03 

A research group has collected the following information from 25 farmers to identify the 

factors that could affect their yield of paddy. The information is listed below.  

Column Heading Description 

C1 Area Are of the field in square acres 

C2 Age Age of the farmer in years 

C3 Methods Method of cultivation. C- Conventional, N- New Technology 

C4 Distance Distance group as per the distance from the field to the tank 

1- within 500m 

2-500m- 1000m, 3-1000-15000, 4- >1500m 

C5 Yield per 

square acre 

Yield per square acre of the paddy field 

Create a new Excel work book named “farmer” and enter the following data set. 

Area Age Method Distance Yield Per square acre 

3.44 49 C 1 216.86 

6.01 42 N 2 148.92 

2.85 26 N 4 95.09 

5.07 29 N 2 91.91 

5.68 24 N 4 85.92 

1.72 50 C 1 233.72 

5.27 65 C 1 197.91 

6.16 42 N 3 129.06 

4.08 50 C 4 80.88 

4.59 34 N 1 172.98 

5.74 40 N 1 159.06 

2.64 51 C 2 170.08 

5.34 33 N 3 117.04 

2.92 54 C 2 156.85 

2.99 44 C 2 160.87 

4.99 25 N 1 156.91 

7.85 30 N 1 183.06 

4.1 36 N 1 178.05 

2.7 50 C 2 141.85 

5.5 27 N 2 100.00 

3.37 36 C 3 78.04 

1.94 56 C 3 126.80 

7.37 34 N 1 145.05 

6.25 29 N 3 83.04 

4.5 22 N 4 69.11 

By using the above data set, perform the following tasks. 
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1. Create a table to calculate the number of farmers who use Conventional Methods and 

New Technology respectively. (Use the COUNTIF function to calculate the above 

values) 

Method Count 

Conventional Methods 10 

New Methods 15 

 

2. Create a pie chart to represent cultivating methods  (output should be as follows) 

 

3. Create a table to find the distance vs Number of Fileds 

 

 

4. Create a bar chart to show results. 

 
5. Create a new data field to store value of the total yield (Hint: calulate the total yield by 

area x yield per square acre). 

6. Create a Scatter plot to show the Total Yield against the Area. 

7. Fit the Trendline to the Scatter plot. 

Distance Number of Fields 

500 > 9 

500-1000 7 

1000-1500 5 

1500< 4 

=COUNTIF (C2:C26,"=C") 
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8. Find the linear equation for the above data set. 

 

9. Create a new table to represent age vs methods (Use suitable functions to calculate 

values) 

Age New Methods 

Conventional 

Method 

20-30 8 0 

31-40 5 1 

40-50 2 5 

50> 0 4 

 

 

10. Generate the following charts by using the above tables. 
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Session 08 
 

Microsoft PowerPoint 2007 
 

icrosoft PowerPoint has long been the workhorse of the presentation software market. 

With each new release, the advantages of Microsoft PowerPoint continue to increase. 

It provides anyone with the need to present information creatively and professionally with the 

ability to develop presentations quickly, easily and effectively. 

 

 

 

Exercise 01  

Getting Started Power Point 

1. Start PowerPoint. 

2. What is the name of the area at the top of the screen with labels? 

3. Use ToolTips to discover name of the following buttons. 

 

a.                            d.  

 

b.                            e.  

 

c.  f. 

 

4. Use the “What’s new” Help pointer from the Help menu to display the help windowfor 

the following menu commands; 

 

a. Customize the Quick Access Toolbar 

b. What happened to the AutoContent Wizard? 

c. What happened to the Title master 

 

5. Use Help to find information about Timings. How are manual timing set? 

6. Close Help. 

7. Close PowerPoint. 

 

 

 

 

 

 

M 
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Exercise 02 - Slides & Presentations 

1. Start PowerPoint and create the following slides for a presentation. 

 

 
 

 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
1. Switch to Outline View. 
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2. Collapse All slides so only the title can be seen. 

3. Move the Introduction slide above the Content slide. 

4. Switch to Slide SorterView. 

5. Move the ObjectivesSlide back to the end of the presentation. 

6. Switch to Notes Page View and make a note on each page. 

7. Add White marble Texture background to the Title Slide of the presentation. 

8. Save the presentation as ICT Skills and close it. 

 

 

Exercise 03 - Formatting 

1. Create a new blank presentation, selecting the Title Slide layout. 

2. On the title slide, add the title text Solar System. 

3. Click to add the Subtitle by your name. 

4. Inset a New Slide using the Title and Text (Bulleted List) layout. 

5. Click to add the title The Sun. 

6. Add a new slide for each of the following titles: 

 Mercury 

 Venus 

 Earth 

 Mars 

 Jupiter 

 Saturn 

 Uranus 

 Neptune 

 

7. Save the presentation as Planets. Close the presentation. 

8. Open the Planets presentation. 

9. Type few sentences about each planet.  

10. Add Custom Animation to the content of each slide. 

11. Add a date to the presentation which Automatically Updates and the Slide Number to 

each slide. 

12. Apply the Oriel then to the presentation. 

13. Change the Background Style to Gradient fill. 

14. Copy slide 2 and paste it. 

15. Add the Blue Tissue Paper Texture background to the new slide 3.  

16. Draw a rectangle which covers all the text. 

17. Change the background color of the rectangle to white. 
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18. Send the rectangle to the back so the text can be seen. 

19. On this slide customize the Bullets to be a Pen Symbol. 

20. Change the font, color and size of the title to make it stand out. 

21. Change the Line Spacing of this slide to be 1.5. 

22. Centre the bulleted text. 

23. Add your name to the Footer of each slide. 

24. Check the spelling on the whole presentation. 

25. Save the presentation as Formatted Planets. Close it. 

 

 

Exercise 04 

PowerPoint Objects 

1. Open a new blank presentation. 

2. Insert an animated Clip Art, searching for Ball, into the top right of the Slide Master. 

3. Increase the size of the image and send it to the back. 

4. Add an automatically updating date to the bottom of the Master Slide. 

5. Add two more Ball Clip Art images to the bottom left of the slide. 

6. Reduce the size of the images and overlap them. 

7. Change the color of the Title to dark blue. 

8. Add a dark blue rectangle around the pictures at the bottom left of the slide. 

9. Send this rectangle to the back. 

10. Save the presentation as Images and close it.  

 

 

Exercise 05 

PowerPoint Charts 

1. Open a new blank presentation. 

2. Create an organization chart with the following information; 

a. President    : Mr. A.B. Perera 

b. Vice-President   : Ms. D.D. Alwis   

c. Treasurer     : Mrs. Y.C. Gamage 

d. Sport Club Coordinator  : Ms. M.M. Singhepura 

e. Sport Club Manager  : Mr. V.I. Mendis 

f. Sport Club Executive Board : Mr. R.A. Fernando 

g. Sport Club Coach   : Mr. AmalDissanayaka 

h. Sport Club Council   : Mrs. Kamala Athukorale 
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3. Save the presentation as Sports Organization and close it. 

4. Open a new blank presentation. 

5. Add a new Title and Chart slide. 

6. Add a title, Football Equipment to the slide. 

7. Edit the chart data to match the following: 

 Helmet Facemask Shoulder 

Pads 

Shoes  Gloves   Pants  Arm 

Pads 

% of 

Total 

Price 

20 15 12 20 7 15 10 

  

8. Change the chart to be a Pie Chart. 

9. Add a football player as the background picture to the Slide Master. 

10. Apply an animation schemeto the all slides. 

11. Apply Date to all slides which updates automatically. 

12. Add a thick, light blue line below the title on all pages of the presentation, except the 

title page. 

13. Set up the slide show to Loop Continuously. 

14. Print slides 2, 3 and 4 on a single sheet with their associated Notes pages. 

15. Save the presentation as Equipment. 

16. Add a new Title and Chart slide at the end of the presentation. 

17. Add a title;Match Performances to the slide. 

18. Edit the chart content to match the following: 

 

19. On the Slide Master change the Line Spacing to 1.5”. 

20. Add a Soccer image to the top right of every page. 

21. Increase the size of the image. 

22. Send the image backward until it appears behind the text. 

23. Add Transitions to the presentation. 

24. Print all of the slides as a handout on a single page. 

25. View the slide show. 

26. Save the presentation as Football. 

 Game 1 Game 2 Game 3 Game 4 

Player A 8 6 6 7 

Player B 10 9 9 10 

Player C 9 10 7 2 
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Exercise 06 

Working with Slide Shows 

1. Open the Planets presentation. 

2. Add a suitable Design template to all of the slides. 

3. Add Transitions to the slides. 

4. View the slide show. 

5. Hide the Earth slide. 

6. View the slide show again and during the show, right click and select the hidden slide. 

7. Print the presentation as four slides per page, including their Notes pages. 

8. Save the presentation as Print Planets. Close it. 

9. Open the ICT Skills presentation. 

10. Change the Orientation of the Slides to Portrait. 

11. Apply timing to the slide show. 

12. Set up the slide show to Loop Continuously and ensure the Timings are used. 

13. View the slide show to check the timings. 

14. Apply a different slide transition to each of the pages. 

15. View the slide show to view the transitions. 

16. Print the slides as handouts with 3 slides on a sheet. 

17. Save the presentation as ICT Slide Show. Close the presentation. 

 

 

General Exercises 

1. Create the most appropriate slides to present the following information. 

 

 

S1. 

 

 

 

 

 

 

 

Microsoft Office 2007 packages 

 MS Word 
 MS Excel 
 MS PowerPoint 
 MS Access 
 MS Outlook 
    (Click on for information) 
  

Clip Art 
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S2. Microsoft Office Word 

S3. Microsoft Office Excel 

S4. Microsoft Office PowerPoint  

S5. Microsoft Office Access 

S6. Microsoft Office Outlook 

 

2. Select a topic from following list and create a PowerPoint Show. 

1. History of Sri Lanka 

2. Natural Resources in Sri Lanka 

3. Wi-Fi Technology 

4. Solar Power  

5. Genetic Disorder 

 Add following features to your presentation. 

Slide numbers, Themes, animations, captions for the pictures, Footers (Date and Time, 

select update automatically option) 
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Session 08 
 

Microsoft Access 2007 
 

icrosoft Access (usually abbreviated as MS Access) is an easy-to-use program for 

creating and maintaining databases. All database queries, forms, and reports are 

stored in the database, and in keeping with the ideals of the relational model. MS Access 

software used for creating databases quickly, accurately using wizards and templates 

developed to maintain the integrity of your data. 

 

 

General Exercises 

1. Create a blank database as “products”. 

2. Create table called “store” using following structure and set item code as primary key. 

Description of Table structure 

 

Field Name Data Type Length Other Requirements for the field 

Item_Code Text 4 Cannot be empty 

Description Text 25 Cannot be empty 

Unit_Price Currency   

Stock_Qty Number  Minimum Qty size is 3.  

If Qty size is less than 3, give an error 

message “Qty is less than 3” 

Imported Yes/No   

 

3. Add following records to above table. 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

M 
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4. Navigate through the store table using arrow keys, previous, next, first and last record 

button at the bottom of the datasheet. 

 

5. Add following record to above table. 

 
 

6. Delete 6
th
 record and return to database view. 

7. Open the store table and change the height of rows and width and columns as you wish.  

8. Find item_code IT74 in store table. 

9. Find item_code IT70 and replace it with IT80. 

10. Sort store table according to unit_price ascending. 

11. Sort store table according to item_code ascending and description ascending. 

12. Filter records from store where unit_price = 5000.00 using filter by selection. 

13. Add following fields to store table. 

 
 

14. In Microsoft Access, create a new database called StudInfo to hold student information 

15. Create the following tables in design view.  The table name is given on top 

 

 

Field Name Data Type Field 

Size 

Other Information 

SUBJECT_ID AutoNumber Long 

Integer 

Primary Key 

Caption – Subject ID 

SUBJECT_NAME Text 50 Required 

Do not allow zero length 

Caption – Subject Name 

SUBJECT_MS

T 
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Field Name Data Type Field Size Other Information 

STUDENT_ID Text 10 Primary Key 

Input Mask A/99/999 

Caption – Student ID 

STUD_NAME Text 50 Required 

Do not allow zero length 

Caption - Name 

DOB Date/Time  Format – Medium Date 

Required 

Caption – Date of Birth 

STUD_SEX Text 1 Required 

Do not allow zero length 

Default value - “M” 

Validation Rule – Allow only “M” 

or “F” 

Validation Text – “Invalid Sex” 

Indexed with duplicates 

Caption - Sex 

Field Name Data Type Field 

Size 

Other Information 

ENROLMENT_ID AutoNumber Long 

Integer 

Primary Key 

Caption – Enrolment ID 

STUDENT_ID Text 10 Required 

Do not allow zero length 

Input Mask A/99/999 

Indexed with duplicates 

Caption – Student ID 

SUBJECT_ID Number Long 

Integer 

Required 

Indexed with duplicates 

Caption – Subject ID 

MARKS Number Integer No decimal places 

Indexed with duplicates 

Validation Rule – Only marks less 

than or equal to 100 

Validation Text – Invalid Marks 

Caption - Marks 

ENROLMENT_MST 

STUDENT_MS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

T 
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16. Enter the following data into the above tables. 

 

STUDENT_MST 

 

STUDENT_ID STUDENT_NAME DOB STUD_SEX 

A/00/045 Aruni 05-Jul-1980 F 

E/00/230 Kumara 31-Mar-1979 M 

A/99/156 Anura 02-Feb-1982 M 

 

SUBJECT_MST 

 

SUBJECT_ID SUBJECT_NAME 

1 Geography 

2 History 

3 Economics 

4 Mathematics 

5 Zoology 

 

ENROLMENT_MST 

 

ENROLMENT_ID STUDENT_ID SUBJECT_ID MARKS 

1 A/00/045 1 68 

2 A/00/045 2  

3 A/00/045 3 85 

4 E/00/230 4 76 

5 A/99/156 2  

6 A/99/156 3 42 

 

17. Modify Kumara‟s date of birth to be 31-May-1979. 

 

18. Remove the Zoology subject from the SUBJECT_MST table. 

 

19. Modify the table structure of STUDENT_MST to include a new column to indicate 

whether the student has passed out.  The field name should be PASSED_OUT.  It 

should be of type text and size 1.  It should only allow values of “Y” or “N” and the 

default value should be “N”.  The caption should be “Passed Out”. 
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Session 22 
 

Internet, Web Browsers & Search Engines 
 

here is no doubt that the Internet has had a massive impact on the lives of everyone who 

has access to it. It is a truly fascinating phenomenon because if the Internet were to 

disappear tomorrow, the majority of people would struggle to manage without it.It's no secret 

that more and more the internet is becoming an integral part of our everyday lives. But if you 

are new to the online experience, it may be a bit overwhelming. You may be wondering, 

"What exactly is the internet, and how does it work?"The internet is the largest computer 

network in the world, connecting millions of computers. 

 

The main importance of the internet is that it has made information available in a quick and 

easy manner, publicly accessible and within easy reach. Especially the Internet is becoming 

more and more important for nearly everybody as it is one of the newest and most forward-

looking media and surely “the” medium of the future…! 

 

 

 

 

Exercise 01 

Internet Search Practice using Web Browsers and Search Engines  

1. Go to www.amazon.co.uk.And use some of the hyperlinks to browse the different 

sections of the website. Next go to the books section and create a bookmark. 

 

2. Go to www.wikipedia.organd browse using the hyperlinks on the site. Display the History 

bar and look at the entries for the sites you have visited today. Delete the bookmark you 

created in above step and Clear the browsing history and temporary internet files. 

 

3. Visitwww.weather.co.ukto find out the weather for your location. Again go to your 

default home page and use the back button to return to the weather site. Set a bookmark 

for this page. Next create a folder called Weather and move the bookmark you just 

created into that folder. Delete the weather folder. 

 

4. Go to www.A9.comand search for information on the moon. Now alter your search to 

only display results that contain both the terms moon and landing. 

 

5. Go to www.yahoo.comand go to the News category and browse the headlines. Then use 

the Back button to return to the main Yahoo page. Search for cars in the Video search 

category. 

6. Visit www.google.comandsearch for shopping. Click on the News link to view news 

stories on shopping.  

T 

 

http://www.amazon.co.uk/
http://www.wikipedia.org/
http://www.weather.co.uk/
http://www.a9.com/
http://www.yahoo.com/
http://www.google.com/
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7. Open the Search bar and look for information on ECDL. Click on one of the hyperlinks 

displayed. 

 

8. Go to www.bbc.co.uk and look for all occurrences of the word news on the page. Find a 

link to world news. Use it to browse some international news items.   

 

9. Go to www.mapquest.com. Enter your country and get the map for the area you live. 

Right click on the map. Save the map to a location on your computer with the name My 

Home. Click on the Print link on the page. Preview the page that loads. Change the page 

setup to landscape and then print it. 

 

10. Go to www.google.comand search for rice. Select one of the results returned to view the 

page. Save the page as Rice Page. 

 

11. Open your web browser and go to a search engine. Search for the term ocean. View a few 

of the results and create a bookmark for one of the sites. Next use your History entries to 

return to one of the pages you previously looked at. Go to the page you bookmarked and 

save it as Oceans. Close your web browser. 

 

12. View the Oceans page you saved earlier and print it. What does a padlock in the Status 

Bar of your web browser indicate? 

 

13. Go to a search engine in your web browser. Search for images of cars. Copy on of the 

pictures found into a Word document and save it, calling it My Car. 

 

14. Go to your home page and use the Search Bar to look for News. View one of the sites 

that are returned. Then use the hyperlinks on the site to view some of the current top 

stories. Again use Back button to return to the search engine. Find information on flights 

to England and Print preview the page. Clear your web browser‟s History. 

 

15. Try to answer the following questions using an internet search engine. 

 

a. Who is the governor of North Carolina?  

b. Who is the president of Brazil?  

c. What is the capital of China?  

d. What is the approximate population of California?  

e. Who won the American league baseball world series in 1998?  

f. How fast can a cheetah run?  

g. How old was George Washington when he died? 

 

 

 

 

http://www.bbc.co.uk/
http://www.mapquest.com/
http://www.google.com/
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Exercise – 02 

URLs: Name the Country 

Write the name of each country listed below next to its correct two-letter Internet domain 

extension. Use online or print resources if necessary! 

Countries 

 

Australia Iceland Russia 

Canada Iraq Sweden 

Chile Israel Taiwan 

Egypt Mexico United Kingdom 

(England) 

Germany Norway Zimbabwe 
 

Internet Extensions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. .cl  : _____________________ 

2. .ca : _____________________  

3. .au : _____________________  

4. .eg : _____________________  

5. .de : _____________________  

6. .mx : _____________________  

7. .is : _____________________  

8. .no : _____________________  

9. .ru : _____________________ 

10. .il : _____________________  

11. .se : _____________________  

12. .tw : _____________________ 

13. .uk : _____________________  

14. .iq : _____________________ 

15. .zw : _____________________ 
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Session 23 
 

Introduction to E-mail 

t is true that due to advanced technology in computer and networking system, e-mail has 

become more popular in today’s world. E-mail has an enormous influence in 

communication, both professionally and socially. However, there are both positive and 

negative effects of using e-mail.E-mail brings a lot of benefits to society. 

 

The main advantage of e-mail is that it is the fastest and easiest way of communication. While 

the postal service takes longer to send a letter from one country to another, e-mail delivery 

system can send a mail within a minute with just one click on “send button”. Therefore, e-

mail is beneficial for people to get in touch with friends, relatives and colleagues from 

different places. 

 

On the other hand, it can be argued that there are some drawbacks of using electronic mail. 

The most important downside is that the security system of e-mail is unreliable and unsafe. 

Although, it is undeniable that e-mail has had a huge impact on professional and social 

communication. Due to its fast and cheap technology, the benefits of e-mail outweigh all the 

disadvantages. 

 

 

Exercise – 01 

Send and Receive 

1. Create an email address for yourself. Go to compose and create a new message addressed 

to yourself. Then create a word document containing only your name and address, save it 

as Attachment and close it. Attach this file to your e-mail message and type the text: “E-

mail with an attachment” as the message body. Send the message. Wait for a few 

minutes, and then check for the new e-mail. Save the attachment. 

 

2. Create a new message. Then enter a subject and a message. Send the message to yourself. 

When you receive it, forward the message to a friend, adding the text: “Test message to 

check the forwarding e-mails work”. 

 

3. Create your contacts in your address book. Create a distribution list called Friends and 

add three of the contacts to the list. Create a new message and address it to the Friends 

list. Add a subject and a message. Send the message. 

 

 

 
 

 

 

I 
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Exercise 02 - Message Management 

4. Organize the messages in your Inboxby Importance. Print a copy of the first email. 

 

5. Delete any emails received from you, and then check to ensure they have moved to 

Trash/Deleted Itemsfolder. Empty the Trash. 

 

6. Send yourself two e-mails, one with the subject Important Message. When the e-mails 

have been received, search the subject headers for the term Message. Create an e-mail 

folder called Urgent. Move the messages found in the search to the Urgentfolder. Print a 

message from the Urgent folder. 

 

7. Move any e-mails you wish to keep from the Urgentfolder back to the Inbox. Then delete 

the Urgentfolder. 
 

 

General Exercises 

8. What are the advantages of e-mail over the postal system? 

 

9. Why do you have to be careful when dealing with e-mail attachments? 

 

10. Send two e-mails to yourself with different subjects and messages. Wait a few minutes 

and check for any new e-mails. Read one e-mail and flag it. Mark the other message as 

being unread.  

 

11. Reply to the e-mail you flagged, without includingthe original message. When the reply 

is received, add the sender to your address book using your own name as the contact 

name. 

 

12. Create a new message. Give it a subject but do not send it. Save the message and close it. 

View the Drafts folder to see this e-mail. Create a new folder called “To be sent”. Move 

the e-mail from the Drafts folder to this new folder. 

 

13. Open the message again. Insert an image into the message body of the e-mail. Delete the 

image from the message. Paste the image in a word document and save it as MyImage. 

Insert the MyImage document as an attachment. Add message text to instruct the 

recipient to view the attachment. Send the message to yourself. Delete the “To be sent” 

folder and the message when you received it. 

 

14. Write a message using a text editor. Copy and paste the text into a new message. Spell 

check the text. Create a signature. Add the signature to the new message. 

 

15. Create a filter including the e-mail addresses that you do not want to receive e-mails. 

16. Change the existing password and the theme of your account. 

 

17. Create a 2
nd

 e-mail account for yourself. Change the account settings of it to grant access 

to your account by allowing your 1
st
 account to read and send mails on behalf of your 2

nd
 

account.      
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Session 24 
 

Current and Future Trends in the Internet 
 

ne of the most important developments in business in recent times has been the 

increasing use of e-commerce. It has revolutionized many market places and opened up 

opportunities never before imagined. Businesses that are not exploring the use of e-

commerce are in danger of finding themselves being overtaken by those who are utilizing this 

technology.  

 

E-commerce uses the internet to build and enhance relationships with customers, partners 

and other businesses. This can involve processing orders electronically, handling customer 

service and cooperating with business partners. Also, e-commerce can be conducted using 

the internet, intranets, extranets, or a combination of these. 

 

However, going online does not guarantee success if a sound business model is not followed 

and if the limitations and strengths of this evolving technology are not carefully analyzed. In 

the past few years, the e-commerce world has experienced many successes and failures. At 

the same time, the number of goods and services sold online has increased daily. Modern 

businesses, such as eBay, and traditional businesses, such as Dell Computer, have demonstrated significant 

savings and increased revenues by using the Web. 

 

 

Exercise - 01 

Introduction to e-commerce 

1. Chairman of a company is considering fax, e-mail and web as communication tools for 

a B2E (Business to Employee) application. Being an ICT student recommends the most 

appropriate tool with reasons. 

 

2. Examples for   B2B, B2C, and C2C in E- Commerce are mentioned below. State the 

type for each example. 

a. Rangika who lives in a foreign country orders a bouquet of flowers for her 

mother‟s birthday using web based service. 

b. Wholesale vehicle dealers order vehicles online. 

c. Amara orders a computer online from a computer manufacturing company. 

d. Sarath designed a website that    consists of    a collection of old stamps. Kamal 

is buying stamps from a website. 

 

O 
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3. Ayomi& Tom lives in two different countries. Ayomi wants to buy an i-phone used by       

Tom through a payment gateway. Being an ICT student, suggest the most suitable            

business type, they can be used for this purpose with reasons.  

 

4. Assuming the client wishes to expand the business and conjoin with other businesses of 

the same kind through a network of suppliers, how would youadvise the client? Having 

said that, what recommendation can you give theclient in terms of e-commerce 

application if orders come from customers thatlive outside of the region or state? 

 

5. Apart from selling the client‟s core product, discuss and explain how theclient can 

provide added value to customers by taking advantage of e-commerce application. How 

can e-commerce application promote knowledge sharingbetween the client, its 

customers and suppliers? 

 

 

Exercise - 02 

Internet & e-commerce 

6. Visitchemconnect.com.What kind of e-commerce does this site represent? What 

benefits can it provide to buyers? To sellers? 

 

7. It is time to sell or buy on an online auction. You can try ebay.com, auction.yahoo.com, 

or an auction site of your choice. You can participate in an auction in almost any 

country. Prepare a short report describing your experiences. 

 

8. Enterespn.comand identify and list all of the revenue sources on the site. 

 

9. Visit amazon.com site and locate recent information in the following areas: 

a) Find the 05 top selling books on EC related-subjects. 

b) Find a review of one of these books. 

c) Review the customer services you can get from amazon.com and describe the 

 benefits you receive from shopping there.     

d) Review the products directory. 

 

10. Visit priceline.comand identify the various business models used by Priceline.com. 

 

 

 

 

 

 

http://chemconnect.com/
http://ebay.com/
http://auction.yahoo.com/
http://espn.com/
http://www.priceline.com/
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PART – II 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students are advised to refer the Part-II of this supplementary material which 

consists of model question papers before the examination.  
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ICT Skills 

Model Question Paper 01 
(Multiple Choice Questions) 

 
Duration: 2 hours              Index Number:……………. 

 

Instructions to the candidate: 

 The duration of the paper is 2 (two) hours. 

 The medium of instruction and questions is English. 

 The paper has 50 questions. 

 All questions are of the MCQ (Multiple Choice Questions) type. 

 All questions should be answered. 
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1. Following illustration shows the most common hardware in a desktop computer system. 

 

Which of the following correctly identify the numbered elements of the desktop computer 

system? 

1. 1- Monitor,2-Modem,3- System Unit,4-Mouse,5-Speaker,6-Printer,7-Keyboard 

2. 1. Monitor,2-System Unit,3-Modem,4- Mouse,5-Speaker,6-Printer,7-Keyboard 

3. 1. Monitor,2- Printer,3-Modem,4- Mouse,5-Speaker,6- System Unit,7-Keyboard 

4. 1. Monitor,2-System Unit,3-Modem,4- Keyboard,5-Speaker,6-Printer,7- Mouse  

 

2. When compared with normal PCs, which of the following statements about Personal 

Digital Assistants (PDA) is correct?  

5. Only small files can be stored 

6. The operating system requires less system memory to operate.  

7. The operating system should be re-installed when the system crashes.  

8. Data must be stored in an external flash memory card.  

 

3. Which of the following keys of the keyboard contains only alphanumeric values? 

9. A,e,1,3,t,d,e,0,u,w 

10. 0,8,e,r,w,4,S,T,$,Alt 

11. $,%,#,S,E,T,!,/,D 

12. 1,5,9,@,&,*,#,8,2 

 

4. Personnel who design, program, operate and maintain computer equipment are referred to 

as 

1. Programmer 

2. Web developer 

3. System Analyst 

4. Peopleware 
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5. Which of the following are the two main components of the CPU? 

1. ALU and bus 

2. Registers and Main Memory 

3. Control Unit and Registers 

4. Control unit and ALU 

 

6. Modern computers are very reliable but they are not 

1. Fast 

2. Powerful 

3. Infallible 

4. Cheap 

 

7.  Symbol is used 

1. to insert some equations in to your document 

2. to insert a symbol in to your document. 

3. to insert “phy” symbol in to your document. 

4. to insert a special character in to the document. 

 

8. What are the main four categories of computer hardware? 

1. Processing Devices, Memory Devices, Input/ Output Devices, and Storage 

Devices 

2. Software, hardware, liveware, data 

3. Processing Devices, Memory Devices, liveware, data 

4. Processing Devices, Memory Devices, Output Devices, software and Storage 

Devices 

 

9. What is/are the common behavior of a computer? 

1. Accepts instructions of a human given in a sequential manner. 

2. As per the given instructions, it performs some calculations and does changes for 

the information fed by human. 

3. Releases or produces an output that is useful to the user. 

4. Is a man-made machine. 

 

10. Windows with a screen full of icon? 

1. Activities 

2. Icons 

3. Graphic User Interface 

4. Microsoft Window 
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11. Following image shows the user interface of the Windows 7. 

 

   Which area shows the currently opened programs/applications in the computer? 

1. 4 

2. 5  

3. 2 

4. 3 

 

12.  ………………… means you move the mouse across a flat surface until the mouse 

pointer rests on the item of choice. 

1. Click 

2. Drag 

3. Right-click     

4. Point 

 

13. To preview the document before print, press 

1.  

2.  

3.  

4.  
 

 

 

 

 

 

1 
2 4

4 

5 

3 



 

94 
 

14.  What button is this? 

1. Paste 

2. Painter 

3. Copy 

4. Full paste 

 

15.  is used to 

1. To decrease the font size 

2. To alphabetize the selected text or sort numerical data 

3. To change the case of the selected text 

4. To clear all the formatting from the selection ,leaving only the plain text 

 

16. What is the function of the item identified by the arrow below in a Microsoft Word 

document?   

 

1. Move text upward.  

2. Indent the first line in a paragraph.  

3. When pressed with tab key, it will move the first line indent key.  

4. Move the first line down. 

 

17. Which of the following is not a window element? 

1. Title bar      

2. Horizontal Slider 

3. Diagonal Slider 

4. Vertical Slider 

 

18.  What is the shortcut key to “Center Align” the selected text? 

1. Ctrl +F 

2. Ctrl +E 

3. Ctrl +C 

4. None of above 

 

19. Which of the following is not a type of document that one can create using mail merge?  

1. Letters   

2. Envelops  

3. Reports   

4. E mail messages  
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20. Which of the following cannot be used to create a new document in Microsoft Word 

2007? 

1. Click   button, then click "New" from the shortcut menu. 

2. Right click and get the short cut menu NewMicrosoft Office Word Document 

3. Click    button under 'Templates", select the "Blank and recent"  Select 

the "Blank Document Click "Create".  

4. Right click and get the short cut menu NewBlank DocumentMicrosoft 

Office Word Document 

 

21. In MS Excel 2007, by default Numeric values appear in? 

1. Left aligned 

2. Right aligned 

3. Center aligned 

4. Justify aligned 

 

22. The cell reference for cell range of G2 to M12 is …………….. 

1. G2.M12  

2. G2;M12 

3. G2:M12 

4. G2-M12 

 

23. In MS Excel 2007,  button in the formula bar is not used to, 

1. open the “insert function” dialog box. 

2. view the final result of the formula. 

3. automatically find the sum of the column of number. 

4. modify a formula entered in a cell. 

 

24. In MS Excel 2007, which command button can be used to sort the data in ascending or 

descending order? 

1.  

2.  

3.  

4.  
 

25. Which of the following is not a valid Zoom percentage in Excel? 

1. 10 

2. 100 

3. 300 

4. 500 
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26. The spelling tool in the MS Excel 2007, is placed on ……….. toolbar 

1. Standard 

2. Formatting 

3. Drawing 

4. Reviewing 

 

27. An Excel workbook is a collection of ………. 

1. Workbook 

2. Worksheet 

3. Charts 

4. Worksheet and charts 

 

28. What is the shortcut key to insert a new comment in a cell? 

1. F2 

2. Alt+ F2 

3. Ctrl+F2 

4. Shift+ F2 

 

29. Formulas in Excel start with 

1.  % 

2.  = 

3.  + 

4.   – 

 

 The following image shows the MS Excel 2007 interface. Answer the questions no 30 to 

32 based on it. 

 

 

 
 

 

 

1 
2 

3 4 

5 
6 

7 

8 
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30. Which of the following correctly identify the numbered elements? 

1. 1-Quick Access tool bar, 2-Work Sheet title, 3-Ribbon, 4-Office button 

2. 2- Name Box, 6-Quick Access tool bar, 7-Work Sheet, 3-Ribbon 

3. 5-Name Box, 6-Insert function button, 7-Cell, 8-Status bar 

4. 1-Quick Access tool bar, 4-Office button, 8-Status bar, 6-Insert function button 

 

31. Where can you see the activated formula in MS Excel 2007? 

1. 5 

2. 6 

3. 7 

4. 8 

 

32. Which is the button that can be used to create a new work book in MS Excel 2007? 

1. 1 

2. 4 

3. 8 

4. 6 

 

33. Power point presentation is  a set of 

1. Slides and Handouts 

2. Speaker‟s notes 

3. Outlines 

4. Documents 

 

34. Which one is not a system software? 

1. Operating System 

2. Library System 

3. Utility System 

4. Bespoke 

 

35. In order to get to the Microsoft Office Power Point program you must: 

1. Click on Start, All Programs, then Microsoft Office 

2. Start, Menu, Programs, Power point 

3. Start, All Programs, and then New Document 

4. All of the above 

 

36. From where can we set the timing for each object? 

1. Slide show, custom transition 

2. Slide show, slide transition 

3. Slide show, custom animation 

4. View, slide sorter 
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37. Given slide is prepared by using MS PowerPoint 2007, answer the questions based on it. 

 
Which of the following options list(s) the components in the correct order as shown in the 

figure? 

1. New Slide, Slide/Outline pane, Ribbon, Notes section 

2. Notes section, New Slide, Ribbon, Status bar 

3. New Slide, Slide/Outline pane, Tab, Notes section 

4. New Slide, Slide/Outline pane, Ribbon, Status bar 

 

38. Which of the following application software are in correct order with respect to .xls, .ppt, 

.doc, and .mdb file extensions?  

1. MS Word, MS Excel, MS PowerPoint, MS Access  

2. MS Excel, MS PowerPoint, MS Access, MS Outlook Express  

3. MS Word, MS Excel, MS Access, MS PowerPoint,  

4. MS Excel, MS Access, MS PowerPoint, Paint  

 

39. Which view in Power Point can be used to enter Speaker Comments? 

1. Normal                                          

2. Slide Show 

3. Slide Sorter                                    

4. Notes Page view 

 

40. What Are the Different Views to Display a Table 

1. Datasheet View 

2. Design View 

3. Pivote Table & Pivot Chart View 

4. Grid View 

 

 

 

1 2 

3 

4 
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41. Which of the following is not a database application? 

1. dBase 

2. MySQL 

3. Microsoft Access 

4. Flash 

 

42. Which of the following is the correct date format(S) in MS Access 2007? 

1. mm/dd/ yyyy 

2. dd/mm/yyyy 

3. mm.dd.yyyy 

4. dd-mm-yyyy 

 

43. What is the special name given to a primary key field included in another table? 

1. Foreign Key 

2. Parent Key 

3. Primary Key 

4. Index 

 

44.  In a Database Table, the category of information is called …………….. 

1. Tuple 

2. Field 

3. Record 

4. All Of Above 

 

45.  What is the view given below called in MS Access 2007? 

 

1. Design View 

2. Datasheet view 

3. Pivot Chart View 

4. Pivot Table View 
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46. Consider the given button in MS Access 2007. 

 

This button is used to  

1. sort data in descending order based on the data in that column. 

2. sort data in ascending order based on the data in that column. 

3. index data in ascending order based on the data in that column. 

4. sorts data in ascending order based on the data in that row. 

 

47. Software, such as Explorer and Firefox, are referred to as ……………... 

1. Systems software 

2. Utility software 

3. Browsers 

4. Internet tools 

 

48. With regards to e-mail addresses; 

1. They must always contain an @ symbol 

2. They can never contain space 

3. They are case sensitive 

4. They are not case sensitive 

 

49. What is the name of the port shown below? 

 

1. Parallel port 

2. PS/2 port 

3. Serial port 

4. HDMI port 

 

50. Unsolicited commercial email is commonly known as…………... 

1. junk 

2. hoaxes 

3. spam 

4. hypertext 
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1. Which of the following is a good practice when using computers? 

1. Do not use lights near the computer 

2. Sit as close to the screen to better see display 

3. Sit up straight, with elbows and knees bent approximately 90 degrees 

4. Keep the keyboard on the desk above the wrists, so they are always in the working 

position 

 

2. Which character does not falls under the special characteristics of a computer? 

1. speed, reliability,  accuracy,   

2. diligence,  versatility,  storage  capacity 

3. speed, accuracy, versatility 

4. storage  capacity, intelligent, speed 

 

3. What is called as the Computer Processor or the brain of the computer? 

1. CPU-Central Processing Unit 

2. CU- Control Unit 

3. ALU-Arithmetic Logic Unit 

4. ROM-Read Only Memory 

 

4. Which of these devices is an output device? 

1. Key board     

2. Speakers 

3. Microphone     

4. Scanner 

 

5. RAM stands for, 

1. Read Access Memory 

2. Ready Access Memory 

3. Random Access Memory 

4. ROM Access Memory 

 

6. Which of the following input devices would be best suited to capturing images for use 

with a personal computer? 

1. Touch screen. 

2. Digital camera. 

3. Graphics tablet. 

4. Optical mark reader. 

 

7. Regarding delete of a file or folder, which of the following statements is/are correct?  

1. When a file is deleted, it always resides in the Recycle bin.  

2. One can delete files permanently from the hard disk.  

3. One can open the files inside the Recycle bin.  

4. One can move all items in the recycle bin back to their original locations.  
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8. If the data is lost as soon as the power is turned off the computer, then this type of 

memory is said to be Volatile memory. 

1. True 

2. False 

 

9. Name the devices in order 

  
   A                       B    C    D   

 

1. Portable Hard Disk, DVD, Flash Memory Card, Floppy Disk 

2. Hard Disk, CV, Floppy Disk,  Flash Memory Card 

3. Portable Hard Disk, Magnetic Tapes, Flash Memory Card, Floppy Disk 

4. Hard Disk, DVD, Flash Memory Card, Floppy Disk 

 

10. Personal computers use a number of chips mounted on a main circuit board. What is the 

common name for such boards? 

1. Daughterboard 

2. Motherboard 

3. Father board 

4. Childboard 

 

11. The following picture shows the task bar of windows 7. 

 
 

 

 

 

 

Identify the labels and match them with the correct name. 

 

A i. Task bar 

B ii. Start Button 

C iii. Clock 

D iv. Quick Access Button 

E v. Notification area 

 

Which of the following are matched correctly? 

1. A-iii / B-v / C-iv / D-i / E-ii 

2. A-iv / B-v / C-iii / D-ii / E-i 

3. A-ii / B-iv / C-i / D-v / E-iii 

4. A-i / B-v / C-ii / D-iv / E-iii 

C A E D 
B 
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12. Which of the following is/are considered as an invalid file name in Windows 7? 

1. #mala.exe 

2. Diana/Charles.ppt 

3. Common Life 

4. Design_sarees 

 

13. What is the name of the given element of the Microsoft Word 2007? 

 
1. Scroll bar 

2. Control Box 

3. Close bar 

4. Status bar 

 

14. What is the use of   button in Microsoft Word 2007? 

1. Show/ hide non printable characters.  

2. Decrease the indent level of the paragraph. 

3. Change the spacing between lines of text. 

4. Switch to another word document. 

 

15. Which of the following buttons can be used to find or search some text in a document, in 

Microsoft Word 2007? 

1.  

2.  

3.  

4.  
 

16. Regarding the mail merge utility of Microsoft Word 2007,which of the following 

statements is/are not correct? 

1. Users require a main-document and a data source to merge and print. 

2. Data source fields cannot be shared among different form letters. 

3. It is a facility to send e-mail to many people at the same time.  

4. An output of the mail merge can be filtered using a given criteria. 

 

17. What is the shortcut key to “Undo” the last action in a document? 

1. Ctrl + Y 

2. Ctrl + X 

3. Ctrl + Z 

4. Ctrl + U 

 

18. To get help using Word, click the Help icon on the ribbon or press the F1 key. 

1. True 

2. False 
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19. There can be many ways to insert page numbers in a document. Which of the following 

lets you insert page number? 

1. Page number from Insert menu 

2. Page Setup from file menu 

3. Footnote from Insert menu 

4. Both a & c 

 

20. Which of the following images shows the align tools in Microsoft Word 2007. 

 
  

 

 

Which of the following correctly identify the labels? 

1. Justify ,Center Align, Left align Right Align  

2. Left align, Center Align, Right Align, Justify 

3. Left align, Justify, Right Align, Center Align  

4. Back align, Center Align, Forward Align, Justify Align 

 

21. Given below is a chart of the employee intake of the ABC Company, drawn in Microsoft 

Excel 2007. 

 

Which of the following identify the numbered areas correctly? 

A i. Legend 

B ii. Vertical Axis 

C iii. Horizontal Axis 

D iv. Chart area  

E v. Chat Title  

F vi. Plot area  

1. A-i / B-vi / C-iv / D-iii / E-ii / F-v 

2. A-iv / B-v / C-vi / D-ii / E-i / F-iii 

3. A-iv / B-vi / C-v / D-i / E-iii / F-ii 

4. A-iii / B-vi / C-iv / D-v / E-iii / F-ii 

A

 

B

 

C

 

D

 

A 

B 

C 

D 

E 
F 
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22. In Microsoft Excel 2007, due to what reason/s does ########## appear in a cell? 

1. When column is not wide enough.  

2. When negative date or time is used.  

3. When there is an error in the formula.  

4. When formula is too long. 

 

23. Which of the following commands can be used toobtain a list of students whose Overall 

mark is greater than 85?  

1. Auto filter  

2. Pivot table   

3. Advanced filter  

4. Format painter 

 

24. The default header for a worksheet in Microsoft Excel 2007 is, 

1. Username 

2. Date and Time 

3. Sheet tab Name 

4. None 

 

25. Which of the following methods will not enter data in a cell? 

1. Pressing the Esc key 

2. Pressing an arrow key 

3. Pressing the tab key 

4. Clicking the enter button to the formula bar 

 

26. The cell reference for the cell range of G2 to M12 is ……………. 

1. G2.M12 

2. G2;M12 

3. G2:M12 

4. G2-M12 

 

27. Following picture shows an excel table in Microsoft Excel 2007. 

 

Which of the following will be the most suitable output when a user ticks the “Total Row” 

check box in the “Table Style Options” group in “Design” tab? 

1.  
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2.  

3.  

4.  

 

28. To show/hide the grid lines in Microsoft Excel 2007, 

1. Page LayoutGrid lines  view 

2. Insert  Grid lines view 

3. ViewGrid lines view 

4. EditGrid lines  view 

 

29. Which key on the keyboard can be used to view Slide show in MS PowerPoint 2007? 

1. F1                                                 

2. F2 

3. F5                                                  

4. F10 

 

30. Material consisting of text and numbers is best presented as……………. in MS 

PowerPoint 2007. 

1. A table slide 

2. A bullet slide 

3. A title slide 

4. All of the above 

 

31. Identify the view buttons in MS PowerPoint 2007. 

 
 

 

 

1. A- Slide Show; B- Slide Sorter view; C- Normal view 

2. A- Slide view; B- Summary view; C- Slide Show 

3. A- Normal view; B- Summary view; C- Slide Show 

4. A- Normal view; B- Slide sorter; C-Slide Show 

A B C 
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32. What is a motion path in MS PowerPoint 2007? 

1. A type of animation entrance effect 

2. A method of advancing slides 

3. A method of moving items on a slide 

4. All of the above 

 

33. Which is the area that a user must click to insert a picture from a file to a slide in MS 

PowerPoint 2007? 

 
1. B 

2. C 

3. A 

4. D 

 

34. In MS PowerPoint 2007, Slides can have, 

1. Title, text, graphs 

2. Drawn objects, shapes 

3. Clipart drawn art, visual 

4. PDF document 

 

35. In MS PowerPoint 2007,a chart can be put as a part of the presentation using, 

1. InsertPictureschart 

2. InsertChart 

3. EditChart 

4. View Chart 

 

36. A set of pre-designed formats of text or color scheme is called………. in MS PowerPoint 

2007. 

1. Slide 

2. Presentation scheme 

3. Template 

4. Schema 

A 

B 

C 

D 
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37. What field type should be usedwhen a user wants to store a date of birth of an employee 

in an MS Access 2007 Table? 

1. Number 

2. Date/Time   

3. Text  

4. OLE Object 

 

38.  “Delete query” in MS Access 2007 is used to, 

1. delete individual fields from the records in one or more tables. 

2. remove entire records from an existing query. 

3. delete table from the database. 

4. clear the record without deleting the query table. 

39. What is the use of  button in MS Access 2007? 

1. Create relationship between two tables. 

2. Edit a relationship which was already crated between two tables. 

3. Set the sort order of table.  

4. Create relationship report. 

 

40. Which of the following contains a data type which is NOT considered in MS Access 

2007? 

1. Text, Currency, Auto Number, Memo 

2. Number, Date/Time, OLE, Yes/No 

3. Date/Time, Currency, Image, OLE 

4. Text, Yes/No, Number, Auto Number 

 

41. A Database is a......................................................  

1. collection of tools which lets you to calculate, graph and store data. 

2. collection of information that is organized so that it can easily be accessed, 

managed and updated.  

3. collection of interrelated files stored together.  

4. collection of interrelated data about one or more businesses.  

 

42. This key uniquely identifies each record in MS Access 2007, 

1. Primary Key 

2. Key Record 

3. Unique Key 

4. Field Name 

 

43. Which of the following is a method to create a new table in MS Access 2007? 

1. Create Table In Design View 

2. Create Table Using Wizard 

3. Create Table By Entering Data 

4. All Of Above 
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44. Match the descriptions listed on Column A with the appropriate query type listed on 

Column B in MS Access 2007. 

Column A Column B 

A. Create a new table  i. Append Query 

B. Remove data from table ii. Crosstab Query 

C. Import more information into table. iii. Make-Table Query 

D. Summarize data in a table format. iv. Delete Query 

1. A-ii, B-iv, C-iii, D-i 

2. A-iii, B-iv, C-i, D-ii 

3. A-iv, B-i, C-ii, D-iii 

4. A-i, B-ii, C-iii, D-iv 

 

45. Which of the following identifies a specific web page and its computer on the Web? 

1. Web site 

2. Web site address 

3. URL 

4. Domain Name 

 

46. A homepage is……….. 

1. An index of encyclopedia articles 

2. Where all internet data is stored 

3. Required for access to the internet 

4. The first page of a website 

 

47. HTML stands for, 

1. Hyper text markup language 

2. Hyphenation text markup language 

3. Hyphenation text marking language 

4. Hypertext marking language 

 

48. Software, such as Explorer and Firefox, are referred to as …………... 

1. Systems software 

2. Utility software 

3. Browsers 

4. Internet tools 

 

49. If you wanted to be part of an online community that creates an educational web site 

thatallows its members to add to or change its information, what type of web site would 

you need? 

1. Educational or .edu 

2. Social networking site 

3. Wiki 

4. Web 2.0 

 

50. What is an ISP? 

1. Internet System Protocol 

2. Internal System Program 

3. Internet Service Provider 

4. None of the above 
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1. The set of computer programs that manage the hardware/software of a computer is called 

1. Compiler system 

2. Operation system 

3. Operating system 

4. Application software 

 

2. What is Garbage in, garbage out (GIGO)? 

1. If inaccurate data is entered, the resulting outputs will also be incorrect. 

2. If inaccurate data is entered, the system will auto correct them. 

3. If corrupted program is found, system will alert it. 

4. If outdated data is found, system will automatically delete them. 

 

3. Which of the following holds the ROM, RAM, CPU? 

1. Hard Disk 

2. ALU 

3. Mother Board 

4. Registry 

 

4. The tangible parts that make up the computer are called, 

1. Hardware 

2. Software 

3. Central Processing unit 

4. liveware 

 

5. bit stands for 

1. Binary Information Term 

2. Binary Digit 

3. Binary Tree 

4. Bivariate Theory 

 

6. Which one of the following is not a network device? 

1. Router 

2. Switch 

3. Hub 

4. CPU 

 

7. …………. is the high speed memory used in the computer. 

1. RAM 

2. BIOS 

3. Hard disk 

4. Cache 
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 Answer the questions from 8 to 12 based on the following devices. 

   

 

 

 

 

 

A   B           C             D 

 

 

 

 

 

 

E         F   G   H    

 

8. Which is not an input device? 

1. Speaker 

2. Joystick 

3. Monitor 

4. Bar Code Reader 

 

9. Figure A shows a 

1. Joystick 

2. Trackball 

3. Bar Code Reader 

4. Web Camera 

 

10. Name the A,B,C,D, devices in order 

1. Joystick, Bar Code Reader, Light Pen, Track ball 

2. Bar Code Reader, Joystick, Light Pen, Web camera 

3. Bar Code Reader, Track ball, Light Pen, Speaker 

4. Track ball, Joystick, Light Pen, Web Cam 

 

11. Name the E,F,G,H devices in order 

1. Keyboard, Trackball, Speakers, Monitor 

2. Keyboard, Joystick, Speakers, LCD Monitor 

3. Keyboard, Bar Code reader, Web camera, Monitor 

4. Touch Pad, Mouse, Speakers, Monitor 

 

12. Which answer does not contain an output device? 

1. E, F, A,B 

2. A,C,D,G 

3. A,B,D,H 

4. E,F,G,H 
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13. MS Word allows creation of ………. type of documents by default? 

1. .DOC 

2. .WPF 

3. .TXT 

4. .DOT 

 

14. Which of the following is used to create newspaper style columns? 

1. Format Tabs 

2. Table Insert Table 

3. Insert Textbox 

4. Format Columns 

 

15. Which of the following is not a part of standard office suite? 

1. Word Processor 

2. Database 

3. Image Editor 

4. File manager 

 

16. Header in Microsoft Word 2007 can be used to 

1. insert text or graphics at the top of the every and each page in the document. 

2. insert text or graphics at the bottom of the every and each page in the document. 

3. insert page numbers at the top of the right corner every and each page in the 

document. 

4. insert page numbers at the top of the left corner every and each page in the 

document. 

 

 

17. A document opened in Microsoft Word 2007 can be closed using, 

1. clicking  button at the top of the right corner. 

2. Home tab Clipboard group Exit  

3. Click "Office button" and then click "Close"  

4. Click "Office button" and then click "Exit Word"  

 

 
18. To see a list of suggestions for a misspell word in Microsoft Word 2007, 

1. right click on the word.  

2. press F1 by selecting the word.  

3. click Spelling and Grammar button on the proofing group in the Review tab  

4. select options from the Tools menu by selecting the word. 
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19. In relation to a table in Microsoft Word2007 document, which of the following statement 

is/are correct? 

1. User can convert a table to text. 

2. User can move to the next cell in the table from the current cell using tab.  

3. User can move to the surrounding cells in the table using arrow keys.  

4. Once a user split a cell, it cannot be combined together again. 

 

20. The Software which contains rows and columns is called…………… 

1. Database  

2. Drawing  

3. Spreadsheet  

4. Word processing 

 

21. How can a user create a new workbook in Microsoft Excel 2007? 

1. Click "Office Button"  Click "New"  Under "Template", Select 

"Blank and recent" Select "Blank Workbook"Click "Create" button. 

2. Ctrl+N 

3. Right ClickSelect "New"Click "Microsoft Office Excel Worksheet"  

4. Select in the "Quick Access Toolbar". 

 

22. The spelling tool is placed on…………..tab in Microsoft Excel 2007. 

1. Standard  

2. Formatting  

3. Drawing  

4. Reviewing 

 

 

23. Which of the following is/are invalid statement/s?  

1. Sheet tabs can be colored in Microsoft Excel 2007.  

2. Some picture can be applied as a background of a sheet in Microsoft Excel 2007. 

3. You can set the column width automatically fit the amount of text in Microsoft 

Excel 2007. 

4. The width of a row can be specified manually or fit automatically in Microsoft 

Excel 2007. 
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24. Following Image shows an image of an excel sheet in Microsoft Excel 2007. 

  
 

 

 

Shown values are entered in the B1, B2, C1, C2, D1, D2, E1, E2 cells. 

If a user selects both B1 and B2 cells, and drags the fill handle down to cell B3. When the 

mouse button is released, which value will appear in cell B3?  

And what will appear in C3, D3 and E3 respectively? 

1. A- 950,B- 600,C-750,D-1000 

2. A-400,B-900,C-750,D-500 

3. A-450,B-500,C-500,D-500 

4. A-500,B-100,C-250,D-500 

 

25. A Worksheet in an Microsoft Excel 2007 workbook, 

1. contains 65,536 rows. 

2. contains 256 columns. 
3. is formed of cells. 

4. is filled with vertical lines and horizontal lines. 

 
26. In Microsoft Excel 2007, which of the given formula/s will find the Average mark of five 

subjects entered in B2 cell to B6? 

1. =(B2+B3+B4+B5+B6)/5 

2. =(B2+B3+B4+B5+B6)/3+2 

3. =AVERAGE(B2:B3:B4:B5:B6) 

4. =SUM(B2:B3:B4:B5:B6)/5 

 

27. How can a user launch Microsoft PowerPoint 2007? 

1. Click buttonAll ProgramsMicrosoft OfficeMicrosoft Office 

PowerPoint 2007. 

2. Double Clicking any PowerPoint file. 

3. Right ClickSelect "New"Click "Microsoft Office PowerPoint Presentation".  

4. Program FilesMicrosoft Office Officeclick   icon. 

 

 

A B C D 
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28. How do you save your PowerPoint2007 presentation so that it is compatible with 

PowerPoint 97-2003? 

1. Click the diskette icon next to the menu button on the top left 

2. Right click and save as picture. 

3. Go to Menu and select save. 

4. Go to Menu, Save as, and select PowerPoint 97-2003 

 

29. In MS PowerPoint 2007, which button is used to create a hyperlink? 

1.  

2.  

3.  

4.  
 

30. When going about inserting or animating videos you must: 

1. Go to Insert tab, Media Clips group, and click down arrow under Movie button. 

2. Go to Animation tab, Animations group, and Custom Animation. 

3. Go to Insert tab, Illustration group, and click on SmartArt  

4. Right Click and Insert Video 

 

31. Which tab should a user select to apply an effect to the text when it enters to the slide, in 

Microsoft PowerPoint 2007? 

1. Home Tab 

2. Insert Tab 

3. Animation Tab 

4. Design Tab 

 

32. The arrangement of elements such as Title and subtitle text, pictures, tables etc. is called: 

1. Layout 

2. Presentation 

3. Design 

4. Scheme 
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 Shown below is a MS PowerPoint 2007 Slide. 

 

 

33. What is the name given to the dotted lines in the slide?  

1. Rulers 

2. Liners 

3. Gridlines 

4. Guidelines 

 

34. How are they inserted in to a slide in MS PowerPoint 2007? 

1. On the Home tab  Arrange  Align  tic “View Gridlines” 

2. On the Format tab Drawing ToolsArrange groupAlign and then click 

“View Guidelines” 

3. On the View tab, in the Show/Hide group select the Gridlines check box. 

4. On the View tab  Arrange  Grid Setting  tic “ View Guidelines” 

 

35. Filed size of the number field in an MS Access 2007 table can be  

1. Single   

2. Decimal 

3. Unlimited   

4. General 

 

36. Which of the following is NOT a view type available in MS Access 2007? 

1. Datasheet View 

2. Design Chart View 

3. Pivot View 

4. Pivot Chart View 

 

37. A form defines 

1. Where data is placed on the screen 

2. The width of each field 

3. Both a and b 

4. All of the above 
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38. Which of the following database object produces the final result to present in MS Access 

2007? 

1. Forms 

2. Queries 

3. Reports 

4. Tables 

 

39. What is the use of description field in Table Design window in MS Access 2007? 

1. The description will be displayed on status bar when entering data in datasheet 

view 

2. The description will be displayed on status bar when entering data in form 

3. Both of above 

4. None of a the above 

 

 Following “Product Invoice” table is crated in MS Access 2007. 

 

40. What is the primary key of the above table? 

1. Category No 

2. Product No 

3. Category No & Product No 

4. Quantity 

 

41. What will be the data type of the “Unit Price” field and “Product Code” Field? 

1. Currency, Auto Number 

2. Currency, Number 

3. Number, Number 

4. Number, Currency 

 

42. E-mail addresses separate the user name from the ISP using the ……………symbol. 

1. & 

2. @ 

3. % 

4. * 

 

43. ......................... connects web pages. 

1. Connector 

2. Link 

3. Hyperlink 

4. None of the above 
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44. HTTPS stands for, 

1. Hyper Text Transfer Protocols 

2. Hyper Text Transfer Protocol Secure 

3. Hyper Transfer Text Protocols 

4. Hyper Transfer Text Program Standard  

 

45. What is a search engine? 

1. A program that searches engines. 

2. A web site that searches anything. 

3. A hardware component. 

4. A machinery engine that search data. 

 

46. Which of the following statement(s) is/are correct? 

I. E-Learning is very flexible, convenient and more interactive education way to a 

student. 

II. E-Learning can be performed by individuals or groups, online of offline. 

III. E-Learning can occur only out of the classroom. 

IV. E-Learning can be self-paced, asynchronous learning or may be instructor-led, 

synchronous learning. 

1. I and II only 

2. I and IV only 

3. III only 

4. I,II and IV only 

 

47. Which of the following cannot be seen when your computer is being hacked, due to 

insecurity? 

1. Slowing Down the entire computer system. 

2. Steal password. 

3. Send drafts and e-mails. 

4. Distribute Child pornography. 

 

48. A virus that can delete anti-virus software is called a 

1. consortium 

2. vaccine 

3. retrovirus 

4. biometric 

 

49.  button in Mozilla Firefox is used to, 

1. Load Mozilla Firefox Start page at once. 

2. Load Mozilla Firefox Home page at once. 

3. Load Google Chrome at once. 

4. Generate complain to the Browser. 
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50. Which of the following image shows the correct positing key board usage? 

 

1.  

2.  

3.  

4.  
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1. GUI stands for, 

1. Graphical User Interface 

2. Graphical User Inputs 

3. Graph User Interface 

4. Graded User Input 

 

2. What is/are the disadvantage of a GUI? 

1. GUI needs large amounts of memory and fast processors to display the images 

and manipulate them interactively. 

2. Users with certain disabilities (vision/motor) can still have trouble using GUIs. 

3. Mistakes can be more readily detected than with command line interfaces and they 

can be more easily corrected.  

4. Screens can easily become cluttered and difficult to navigate. 

 

3. Hardware consists of  

1. all physical devices.   

2. system software.   

3. all input devices and output devices only.  

4. application software. 

 

4. Why format a disk drive? 

1. To prepare the disk for data storage 

2. To copy the disk 

3. To lock the disk 

4. To search the disk 

 

5. What is the difference between Memory and Storage? 

1. Memory is Temporary and Storage is Permanent 

2. Memory is Permanent and Storage is Temporary 

3. Memory is Slow and Storage is Fast 

4. None of the above 

 

6. What is the name of a network connecting computers that are physically close, within a 

company, an organization or a household? 

1. FTP( File Transfer Protocol)   

2. LAN( Local Area Network) 

3. WWW( World Wide Web) 

4. Extranet 

 

7. What is the meaning of 'Hibernate' in Windows XP/Windows 7? 

1. Restart the computers in safe mode. 

2. Restart the computers in normal mode. 

3. Shutdown the computer terminating all the running applications. 

4. Shutdown the computer without closing the running applications. 
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8. ROM is needed for storing an initial program called…………… 

1. Computer Startup Loader 

2. Bootstrap Loader 

3. OS Version 

4. None of the above 

 

9. The icons are the…………image of an object. 

1. Physical 

2. Logical 

3. Both a & b 

4. None of these 

 

 Following is an image of a computer motherboard. Answer the questions based on it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Name A, D, E, H, and K respectively 

1. PCI Slot, Northbridge, Power Connector, Memory slots, Southbridge 

2. FDD connection, Southbridge, External USB connector, PCI Slot, Northbridge 

3. PCI Slot, Southbridge, Power Connector, Memory slots, Northbridge 

4. SATA connections, Northbridge, IDE connections, PCI slots, Southbridge 

 

11. Which letter shows the CMOS battery? 
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1. P       

2. G 

3. L       

4. K 

 

12. Which one of the two power connections that supply power to the mother board? 

1. E   

2. I 

3. J   

4. B 

 

13. This is where you will plug in external USB connections, 

1. I 

2. E 

3. O  

4. M 

 

14. If you have a floppy disk drive in your computer, this is where you will hook it up. 

1. L 

2. N 

3. O 

4. I 

 

15. Label „M‟ indicates, 

1. Front Panel Connections, where you will hook in the connections form the case. 

2. SATA connections, which will be used for hard drives, and CD/DVD Drives. 

3. CPU fan connection, where your CPU fan will connect. 

4. IDE connections, which will be used for hard drives, and CD/DVD Drives. 

 

16. The general term 'peripheral equipment' is used for , 

1. any device that is attached to a computer system  

2. large scale computer systems 

3. a program collection 

4. other office Equipment not associated with a desktop Computer 

 

17.  A computer programmer 

1. enters data into computer 

2. writes programs 

3. changes flow chart into instructions 

4. does total planning and thinking for a computer 
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 Shown below is an image of the Control Panel in a Windows 7 computer. 

 

 
18. To View RAM and Processor Speed of the computer, you should click on 

1. A 

2. F 

3. D 

4. C 

 

19. To Setup parental control for users, you should first click on, 

1. H 

2. E 

3. F 

4. D  

 

20. Consider the following tasks that can be performed in a computer. 

 Apply a theme or a screen server to a computer. 

 Customize the start menu 

 Change folder option 

 Customize the task bar 

 Manage fonts installed in the computer. 

Which is the option that a user should click, to carry out the above actions?  

1. F 

2. F & H 

3. D 

4. D & H 

A 

H 

G 

F 

E 

D 

C 

B 
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21. In relation to Microsoft Word 2007, match the terms in the first column with the 

characteristic in the second column in the table. 

Column A Column B 

A. Status bar   i. Display the margins and tab settings. 

B. Text area ii. Close, customize or minimize 

C. Title bar   iii. Displays information about current location in the text 

D. Rulers iv. Displays the program name and current file. 

E. Control box v. Area in which you edit the document. 

1. A-ii, B-iv, C-v, D-iii, E-i 

2. A-iii, B-v, C-iv, D-i, E-ii 

3. A-iv, B-v, C-iii, D-i, E-ii 

4. A-i, B-iv, C-v, D-ii, E-iii 

 

22. How can a user save a document in Microsoft Word 2007? 

1. Click “Microsoft Office” button  Click Save 

2. Click save button in the “Quick Access tool bar”. 

3. Click button in the status bar.  

4. Ctrl + S 

23. In Microsoft Word 2007, button is used to, 

1. Preview and make changes to pages before printing 

2. Zoom out the word document 

3. Activate the magnifying glass option 

4. Minimize the font size. 

 

24. What is the shortcut key for Spelling Check in document? 

1. Alt + F7 

2. Ctrl + F7 

3. F7 

4. Shift + F7 

 

25. Changing the appearance of a document is called 

1. Proofing 

2. Editing 

3. Formatting 

4. All of above 
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26. Consider the following image. 

 

 

 

 
 

 

 

Which of the following techniques is/are sufficient to design the above banner in MS 

Word? 

1.  Word Art   

2. AutoShapes  

3. Clip Art  

4. Special Characters 

 

27. Microsoft Word 2007 provides many views for a Word document such as,  

1. Print Layout 

2. Design View   

3. Wed Layout 

4. Outline Layout  

 

28. In Microsoft Word 2007, a word document can be saved as,  

1. a Web Page.   

2. XML Data 

3. a Document Template 

4. Plain Text.  

 

29. In Microsoft Excel 2007, you can create 

A. a database    D. a macro 

B. a spreadsheet    E. a slide presentation 

C. a high quality picture   F. a line chart 

 

1. A, B, F, only  

2. A,B,F only 

3. A, B, D, F 

4. A, B, D, F only 

 

30. Which option allows you to Bold all the negative values within the selected cell range: 

1. Zero Formatting 

2. Conditional Formatting 

3. Comparative Formatting 

4. Negative Formatting 

 

Congratulations  
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 Consider the given Chart drawn using Microsoft Excel 2007. 

 

31. Identify the labeled elements. 

1. A-Chart Area , B-Chart Title, C -Data Table, D- Legend  

2. A- Chart Name, B-Chart Area, C-Data Labels, D-Data Table 

3. A- Chart Title, B-Chart Area, C-Legend, D-Data Table 

4. A- Axis Name, B-Chart Area, C-Data Switch, D-Data Labels 

 

32. Consider the following steps on inserting the above chart in Microsoft Excel 2007. 

A. Click design tab in a chart tool and click chart layout 

B. Click Insert tabthen click Chart and select the suitable chart type. 

C. Select the data set. 

D. Select inserted chart. 

E. Select Suitable Chart layout and modify titles. 

Which of the following options provide(s) the correct order of steps? 

1. C,B,D,A,E 

2. A,C,D,B,E 

3. B,E,D,A,C 

4. D,C,B,A,E 

 

33. How can a user print only the above chart by itself without the support of worksheet data? 

1. Select the chartclick Office button select Print 

2. Select the chart Press Ctrl + P 

3. Select Review tab click button 

4. Press Ctrl+P 

 

A 

D 

C 

B 
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34. Microsoft Excel 2007 is based on ……………… 

1. WINDOWS 

2. DOS 

3. UNIX 

4. OS/2 

 

35. How do you mark the grid lines visible in MS PowerPoint 2007? 

1. On the View tab, in the Show/Hide group, select the Gridlines check box. 

2. On the Review tab,in the Show/Hide group tic the Gridlines check box. 

3. On the Home tab, in the Drawing group, click Arrange, point to Align, and then 

click View Gridlines. 

4. Under Drawing Tools on the Format tab, in the Arrange group, click Align, and then click 

View Gridlines.  

 

36. Which of the following should you use if you want the entire slide in the presentation to 

have the same “look” in MS PowerPoint 2007? 

1. the slide layout option 

2. add a slide option 

3. outline view 

4. a presentation design template 

 

37. Which of these can be used to display information such as page numbers, the date and 

other information to be repeated on every slide in MS PowerPoint 2007? 

1. Header and footer 

2. Find and replace 

3. Cut and paste 

4. None of these 

 

38. Which of the following is/are not (a) Relational Database Management System(s)?  

1. Paradox   

2. Lotus Freelance   

3. Oracle  

4. DB/2  

 

39. The Blank Presentation does not include 

1. Preset design 

2. Color 

3. Content suggestion 

4. All of these 

 

40. In MS PowerPoint 2007, what is the option that applies an effect to a text or object such 

as entrance effect? 

1. Animation 

2. Word Wrap 

3. Bookmark 

4. Video and sound 
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41. Which of the field has a width of 8 bytes? 

1. Memo 

2. Number 

3. Date/time 

4. Hyperlink 

 

42. Which of the following statements is true? 

1. Foreign Key fields don\'t allow duplicate values 

2. In Primary Key field you can enter duplicate value 

3. In An Indexed field you may or may not enter duplicate value depending upon 

setting 

4. All Statements Are True 

 

43. What is the maximum field size of the text field in MS Access 2007? 

1. 256 characters 

2. 255 characters 

3. 512 characters 

4. Unlimited 

 

44. button in MS Access 2007 is used as, 

1. Relationship Key of a table 

2. Index Key of a table 

3. Primary Key of a table 

4. Advance Key of a table 

 

45. Which of the following statement(s) is/are incorrect regarding e-commerce? 

1. Electronic Fund Transfer, Internet Marketing and EDI comes under e-commerce 

2. Service is available 24 hours, 365 days in a year. 

3. E-commerce use WWW only. 

4. This helps to improve the productivity of the business. 

 

46. Which of the following identifies a specific web page and its computer on the Web? 

1. Web site 

2. Web site address 

3. URL 

4. Domain Name 

 

47. Software, such as Explorer and Firefox, are referred to as…………….. 

1. Systems software 

2. Utility software 

3. Browsers 

4. Internet tools 
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48. Match the ports in the column A with the correct connector in the column B. 

Column A Column B 

A.  

i.  

B.  
ii.  

C.  

iii.  

D.  iv.  

E.  

v.  

1. A-ii, B-iv, C-iii, D-i, E-v 

2. A-i, B-v, C-iv, D-ii, E-iii 

3. A-iii, B-v, C-ii, D-i, E-iv 

4. A- v, B-iv, C-iii, D-i, E-ii 

 

49. Name the ports shown in the table above in the correct order? 

1. A-PS/2 Port, B- VGA Port , C- HDMI Port, D-Parallel Port, E-Serial Port  

2. A- VGA Port, B- HDMI Port, C-PS/2 Port, D-Parallel Port, E-Serial Port  

3. A- HDMI Port, B-PS/2 Port, C-Parallel Port, D-Serial Port, E- VGA Port, 

4. A-PS/2 Port, B-Parallel Port, C-Serial Port, D- VGA Port, E- HDMI Port 

 

50. Internet is ……………………. 

1. a network of networks 

2. an ocean of resources waiting to be mined 

3. a cooperative anarchy 

4. all of the above 
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1. What is Garbage in, garbage out (GIGO)? 

1. If inaccurate data is entered, the resulting outputs will also be incorrect. 

2. If inaccurate data is entered, the system will auto correct them. 

3. If corrupted program is found, system will alert it. 

4. If outdated data is found, system will automatically delete them.   

 

2. What are the limitations of a computer? 

1. The computer can do only what the user tells it to do. 

2. Computer cannot generate information on its own. 

3. Computer will produce wrong information if you feed the computer with wrong 

data.  

4. Computer cannot correct wrong instructions by itself. 

 

3.  Name the devices in order. 

 
A                           B                           C                            D                            E 

1. Netbook, Tablet, PAD, Wearable Computer, Desktop 

2. Notebook, PDF reader, Tablet, Arm computer, Personal Computer 

3. Netbook, PDF reader, PAD, Wearable Computer, Desktop 

4. Notebook, Tablet, Tablet, Wearable Computer, Desktop 

 

4. Processor carries out its operations is measured in   

1. Megahertz (MHz) 

2. Gigahertz (GHz) 

3. Terahertz (THz) 

4. Kilohertz(KHz) 

 

5. Which of the following is/are not utility software?  

1. McAfee Antivirus software 

2. Disk defragmenter 

3. WinZip file compressor 

4. Office Package 

 

6. “Electronic  components  in  modern  computers  are  dependable  because  they  have  a  

low  failure Rate”. State whether true or false. 

1. True 

2. False 
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7. What is /are the possible actions of a virus? 

1. A virus can destroy BIOS of the computer 

2. A virus may destroy all data stored in the hard disk 

3. A virus may slow down the data accessing speed of the computer. 

4. A virus can damage the monitor of the computer. 

 

8. The translator program that converts source code in high level language into machine 

code line by line is called , 

1. Assembler 

2. Compiler 

3. Loader 

4. Interpreter 

 

9. MAN is a, 

1. Cost 

2. Company 

3. Network  

4. Country 

 

10. Register is a 

1. Set of capacitors used to register input instructions in a digital computer 

2. Set of paper tapes and cards put in a file 

3. Temporary storage unit within the CPU having dedicated or general purpose use 

4. part of the auxiliary memory 

 

11. Identify the device and match with its characteristics of it. 

 

    A        B 

1. A is a CD- ROM Drive, which can be used as both input and output device. 

2. B is a Card Reader, which serves as a data input device. 

3. A is a Card Reader, which serves as a data input device. 

4. B is a CD- ROM Drive, which cannot be used as both input and output device 

 

12. CPU stands for? 

1. Common Processing Unit 

2. Central Process Unit 

3. Central Processing Unit 

4. Central Performance Unit 
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13. Consider the following steps regarding installing Windows 7 into your PC. 

1. Select the language,Click Install now, then Click “I accept the license terms”  

2. Set the system date and time  

3. Enter user name and a computer name and click Next, then Type a password  

4. After installing windows 7, you can logon it. 

5. Insert the Windows 7 DVD into your DVD drive, and then start your computer. 

6. Enter the product key  

7. Click the custom installation methods 

 

Which of the following options provide(s) the correct order of steps? 

1. E,A,G,F,C,B,D 

2. E,A,G,C,F,B,D 

3. E,G,A,C,B,F,D 

4. E,A,F,B,C,G,D 

 

 Following image shows the user interface of the Windows 7. 14-16 questions are based 

on the given image. 

 
 

 

14. Identify A, B, C, and D in the correct order. 

1. A-Desktop icon, B-Start Menu, C-Task bar, D-Windows gadgets 

2. A-Shortcut icon, B-Task bar, C-Scroll bar, D-Desktop icon 

3. A-Desktop, B-Start button, C-Task bar, D-shortcut icons  

4. A- Desktop icon, B- Status bar, C- Notification area, D- Windows gadgets 

 

A 

B 
C 

D 
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15. Match the description shown in the column B with the component in the column A. 

Column A Column B 

          A i. Popular mini-programs 

B ii. Work area on which you see your programs 

C iii. Lets you open programs available in your computer 

D iv. Icons that belong to and lead you to important parts of the 

computer 

 v. Lets you launch and monitor running programs 

 

1. A-i, B-iii, C-ii, D-iv 

2. A-v, B-ii, C-iv, D-iii 

3. A-iv, B-iii, C-v, D-ii 

4. A-iv, B-iii, C-v, D-i 

 

16. Which of the following would need one click to hibernate the PC? 

1. A 

2. B 

3. C 

4. D 

 

17. Following figure shows the view buttons in Microsoft Word 2007. 

 
   Identify the buttons in the correct order from left to right. 

1. Outline view, Full Screen ,Layout, Web layout, Draft , Print Layout  

2. Full Screen Layout, Print Layout, Web layout, Outline view, Draft 

3. Print Layout, Full Screen Layout, Web layout, Outline view, Draft 

4. Full Screen Layout ,Web layout, Print Layout, Outline view, Draft 

 

18. Bold, Italic, Regular  in Microsoft Word 2007 are known as 

1. font styles 

2. font effects 

3. word art 

4. text effects 

 

19. What is the use of  button in Microsoft Word 2007? 

1. Copy the selection from the document 

2. Remove the selection from the document. 

3. Cut the formatting of the selection 

4. Cut the selection from the document. 
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20. Match the change case options in Microsoft Word 2007 listed on Column A with the 

appropriate examples listed on Column B. 

Column A Column B 

A. Sentence case 
i. Computer Is A Programmable Machine. 

B. Lower case 
ii. cOMPUTER IS A PROGRAMMABLE MACHINE. 

C. Upper case 
iii. Computer is a programmable machine. 

D. Capitalize each word 
iv. COMPUTER IS A PROGRAMMABLE MACHINE. 

E. Toggle case 
v. computer is a programmable machine. 

1. A-iii, B-v, C-iv, D-i, E-ii 

2. A-iii, B-v, C-i, D-iv, E-ii 

3. A-i, B-iii, C-v, D-iv, E-ii 

4. A-i, B-v, C-iv, D-i, E-ii 

 

 Shown below is a part of a text document written in Microsoft Word 2007. 

 

21. Which of the following format techniques can be seen on the above paragraph? 

1. Drop cap 

2. Superscript 

3. Italic 

4. Strikethrough 

 

22. Select the correct path to format the text as above. 

1. Insert tab  Under Text group, select Drop CapSelect the optionOK 

2. Select the letter  Home tab Under Font group, select button 

3. Select the letter Right clickfont   button tic strikethrough 

4. Insert tab  Under Text group, select Text Box  Select the option 
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23. In Microsoft Word 2007,  button is used to, 

1. insert pictures into the word document. 

2. insert clip arts to the document. 

3. insert auto shapes to the document. 

4. insert drawings into the document. 

 

24. To find and replace the text in a Microsoft Word 2007 document, 

A. Click Find Next to find the detected words one by one and click Replace to replace. 

B. Select Replace button on the bar in the window. 

C. Click the Find button under the Editing group in Home tab. 

D. Type the word you need to search for and type the word you need to replace with. 

1. A-iv, B-ii,C-i,D-iii 

2. A-v, B-iii,C-ii,D-i 

3. A-i, B-ii,C-iii,D-iv 

4. A-iii, B-iv,C-i,D-ii 

 

25. To show/hide the grid lines in Microsoft Excel 2007 

1. Page Layout Grid lines  view 

2. Insert  Grid lines  view 

3. View Grid lines  view 

4. Edit Grid lines  view 

 

26. The Software which contains rows and columns is called………… 

1. Database  

2. Drawing  

3. Spreadsheet  

4. Word processing 

 

27. Which of these is a quick way to copy formatting from a selected cell to two other cells 

on the same worksheet in Microsoft Excel 2007? 

1. Use Ctrl to select all three cells, and then click the paste button on the standard 

toolbar. 

2. Copy the selected cell, then select the other two cells, click style on the Format 

menu, then click Modify. 

3. Click format painter on the Formatting toolbar twice then click in each cell you 

want to copy the formatting to. 

4. All of above. 

 

28. The spelling tool is placed on ………… toolbar. 

1. Standard  

2. Formatting  

3. Drawing  

4. Reviewing 
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29. When you print preview a worksheet in Microsoft Excel 2007, 

A. the entire worksheet is displayed 

B. the selected range is displayed 

C. the active portion of the worksheet is displayed 

Which of the above is/are correct? 

1. A only 

2. A and B only 

3. B and C only 

4. A, B and C 

 

30. What is the default extension used to save a Microsoft Excel 2007 workbook? 

1. .ppt 

2. .doc 

3. .xls 

4. .DLL 

 

31. Which of the following characters is/are ignored by sorting methods in MS Excel 2007?  

1. \ (Back Slash) 

2. ‟ (Apostrophe )  

3. : (Colon)  
4. ~ (Tilde) 

 

32. Which file format can be added to a PowerPoint show in Microsoft PowerPoint 2007? 

1. .jpg 

2. .giv 

3. .wav 

4.  All of the above 

 

33. Special effects used to introduce slides in a presentation in MS PowerPoint 2007 are 

called, 

1. effects 

2. custom animations 

3. transitions 

4. present animations 

 

34. Which of these options is used to properly fit the text in an AutoShape? 

1. Redo 

2. Hyperlink 

3. Wrap text 

4. None of these 
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35. Which of the following view is not one of PowerPoint views? 

1. Slide sorter view 

2. Slide view 

3. Slide show view 

4. Sorter view 

 

 Following is a slide crated by using MS PowerPoint 2007. Answer the questions based on 

it. 

 

 

36. What are the techniques that the user has used to create above slide? 

1. Insert Picture 

2. Insert Smart Art 

3. Insert Clip Art 

4. Insert Chart 

 

37. What is the difference of the shape fill effect used in section A and section B? 

1. Texture effect, B- Normal effect 

2. Texture effect, B- Gradient effect 

3. Picture effect, B- Normal effect 

4. Gradient effect, B- Picture effect 

 

 

 

 

A 

B 
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38. What is the slide layout that has been used to create the above slide? 

 

   A     B 

 

  C     D 

1. A Slide 

2. B Slide 

3. C Slide 

4. D Slide 

 

39. Which of the following data type can be used to insert a picture in to a database in MS 

Access 2007?  

1. Hyperlink 

2. OLE  

3. Auto Number 

4. Memo 

 

40. Which of the following can be used to view a .jpg picture that is stored in a database in 

MS Access 2007? 

1. Macro 

2. Report 

3. Table 

4. Forms 
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41. It is an association established between two or more tables in MS Access 2007, 

1. Line 

2. Relationship 

3. Primary Key 

4. Records 

 

42. Identify the following view in MS Access 2007. 

  

 

The above image shows a 

1. Relationship Diagram 

2. Form 

3. Relationship report 

4. Query in Design view 

 

43. Microsoft Access is a 

1. RDBMS 

2. OODBMS 

3. ORDBMS 

4. Network Database Model 

 

44. The database language that allows you to access or maintain data in a database is 

1. DCL 

2. DML 

3. DDL 

4. None Of Above 

 

45. Which of the following view should be open if the user wants to change the size of the 

control of a report in MS Access 2007? 

1. Datasheet view 

2. Design view 

3. Report view 

4. Relation Design view 

Relationships for Example 1 

Saturday, November 16, 2013 

 

 

 



 

144 
 

46. ………………. is a web's native protocol. 

1. SLIP 

2. TCP/IP 

3. HTTP 

4. PPP 

 

47. In order to connect to ISP's server you need....... 

1. Hand gloves 

2. Printer 

3. User name and Password 

4. Digital Clock 

 

48. The Internet  

A. is a global system of interconnected computer networks 

B. is a network of LANs 

C. uses the standard Internet protocol suite (TCP/IP) to serve billions of users 

worldwide 

D. is a product owned by Microsoft 

E. is a massive data storage which is accessible to anyone at any time. 

Which of the above statement(s) is/are true? 

1. A, C, E 

2. B, D 

3. A, B, D 

4. A, D, E 

 

49. What are the actions that can be taken to protect the environment by harmful effects of 

computers? 

1. Fixing your old computer. 

2. Use an electronic reading method. 

3. Turn off the computer after a set time. 

4. Use CDs and DVDs to store data.  

 

50. Identify the Network topology(s) shown below. 

 

 

 

 

 

 

1. Ring and star topology 

2. Tree topology 

3. Mesh topology 

4. Mesh and bus topology 
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1. In the following diagram which number represent the CPU, Printer and Modem 

respectively. 

 

 
 

1. 3, 6, 2 

2. 1, 4, 5 

3. 3, 2, 5 

4. 1, 2, 3 

 

2. Based on the size and the data processing power computers can be classified into four 

categories, what are they? 

1. Personal Computers, Workstations, Mainframes, Super computers 

2. Microcomputers, Minicomputers, Mainframes, Super computers 

3. Minicomputers, Major computers, Mainframes, Super power computers 

4. Microcomputers, Major computers, Personal Computers, Workstations 

 

3. The Language that the computer can understand is called……………. 

1. High Level Language 

2. Machine Language 

3. System Program 

4. Assembly Language 

 

4. MODEM stands for? 

1. Multicomputer Operating Device Memory 

2. Modulator Demodulator 

3. Mega Storage Device 

4. None of the above 
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5. RSI stands for, 

1. Repeated Stain Injury 

2. Repeated System Infection 

3. Repetitive Strain Injury 

4. Reproductive Sprain Infection  

 

6. What is RSI? 

1. placing the computer for a long time in the same location 

2. a range of painful conditions of the muscles, tendons and other soft tissues, caused 

by repetitive use of part of the body 

3. using the PC for a long time without updating 

4. technical error in the PC that can be occur due to humidity. 

 

7. What is/are the importance to make back-up of your computer daily? 

Because back-ups, 

1. protect you from hardware failures 

2. protect you from viruses 

3. protect you from outdating 

4. protect you from fires, floods, and other disasters 

 

8. CPU controls………………… 

1. All Input, Output and processing 

2. Controls Memory 

3. Controlled by the input data 

4. None of the above 

 

9. Dot-matrix is a type of 

1. Tape 

2. Printer 

3. Disk 

4. Bus 

 

10. Identify the following key in the Keyboard. What is the function of it? 

 

1. Windows logo key- Open the Start menu 

2. Windows logo key- Open a menu of commands related to a selection in a 

program. Equivalent to right-clicking the selection 

3. Application Key- Close the active item, or exit the active program 

4. Control key- Display Help for a program or Windows 
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11. Every time when we install new software we have to……………………… 

1. Reload the computer  

2. Restart the computer 

3. Rearrange the software   

4. None of the above 

 

 Given below is an image of a keyboard commonly used. 

 

 

 

 

 
 

 

 

 

 

12. Identify the keys and match their names. 

Column A Column B 

A i. Character keys  

B ii. Function keys  

C iii. Enter keys  

D iv. Numeric keypad  

E v. Navigation keys 

F vi. Lock keys  

 

1. A-iii, B-v, C-vi, D-iv, E-ii, F-i 

2. A-i, B-vi, C-v, D-iv, E-ii, F-iii 

3. A-ii, B-vi, C-v, D-iv, E-i, F-iii 

4. A-iv, B-v, C-i, D-vi, E-ii, F-iii 

 

13. What is the short cut to "Undo an action", 

1. Ctrl + Z 

2. Ctrl + U 

3. Alt  + Z 

4. Alt + U 

 

 

 

 

A 

B 

C E D 

F 
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14. Match the keys in column A with the functions in column B.  

Column A Column B 

A. Character keys  i. used for moving around in documents or webpages and 

editing text 

B. Function keys  ii. for entering numbers quickly 

C. Numeric keypad  iii. used to perform specific tasks 

D. Navigation keys iv. include the same letter, number, punctuation, and symbol 

keys found on a traditional typewriter 

 Which of the following do not show the correct matching? 

1. A-iii 

2. C-ii 

3. D-i 

4. B-iv 

 

15. Which of the following cannot be considered as a Word Processing application(s)?  

1. Easy-Writer   

2. Impress  

3. Word Perfect  

4. MS Word   

 

16. What are the common features that can be seen in Word Processing applications? 

1. inserting and editing text  

2. formatting text 

3. inserting tables, graphics and charts 

4. handling calculations across documents 

 

17. In Microsoft Word 2007 what is the icon that can be used to remove the selected text 

temporally? 

1.  

2.  

3.  

4.  
 

18. How can a user merge some adjacent cells in a table in Microsoft Word 2007? 

1. Go to Layout tab  click Merge cells in the Merge group 

2. Home tab  click Merge cells in the Merge group 

3. Select the cells  right click on it click Merge cells 

4. View tab  click Merge cells in the Merge group 
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19. In Microsoft Word 2007 what is the purpose of the 3 squares in the top right corner of the 

blue line? 

 
 

1. Maximize, Close and Minimize 

2. Minimize, Maximize and Close 

3. Hide, Restore and Close 

4. Restore, Hide and Close 

 

20. Page numbers in Microsoft Word 2007 can be placed at the 

1. Top of the page 

2. Bottom of the page 

3. Current position 

4. Page margins 

 

21. Consider the following list in Microsoft Word 2007.  

 

A. Click Bullet list icon . 

B. Click the down Arrow of the bullet icon.  

C. Press tab to add sub list.  

D. After enter all the list item press „Enter button‟ twice. 

E. Type the list items.  

F. Select the other bullet icon from the window. 

 

 Which of the following options provide(s) the correct order of steps?  

1. D, E, F, B, A, C  

2. A, E, C, B, F, D 

3. E, D, B, A, F, C  

4. C, A, D, E, F, B  
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22. What is the use of button in Microsoft Word 2007? 

1. To insert a picture in to the document. 

2. To scan a document. 

3. To print a document. 

4. To publish a document. 

 

23. Regarding Microsoft Excel 2007, which of the following statement/s can be considered as 

correct? 

1. If you click a cell and then press DELETE or BACKSPACE, you clear the cell 

contents without removing any cell formats or cell comments. 

2. You cannot remove filters once you apply them to a data set. 

3. If you clear a cell by using Clear All or Clear Contents, the cell no longer contains 

a value, and a formula that refers to that cell receives a value of 0 (zero). 

4. If you want to remove cells from the worksheet and shift the surrounding cells to 

fill the space, you can select the cells and delete them. 

 

24. How can a user delete only the formatting of a cell in Microsoft Excel 2007? 

1. Click clear button  in the editing group under Home tab. 

2. On the Home tab, in the Editing group, click Clear button , and then click clear 

comment. 

3. On the Home tab, in the Editing group, click Clear button , and then click clear 

format. 

4. None of above. 

 

25. Gridlines in Microsoft Excel 2007, 

1. May be turned off for display but turned on for printing 

2. May be turned on or off for printing 

3. May be turned off for display and printing 

4. a, b and c 

 

26. What is the correct expression to fill the blank in the following sentence? 

The cell reference in Microsoft Excel 2007, for a range of cells which start in cell C3 and 

goes over to column MM and down to row 50 is ……………. 

1. C3, MM50  

2. C3: MM50  

3. 3C; 50MM 

4. C3-MM50 

 

27. User can exit from Microsoft Excel 2007 by,     

1. Click the Office button followed by the Exit Excel button. 

2. Press Alt+ FX. 

3. Click the Close button in the upper-right corner of the Excel 2007 program window.  

4. Alt+ F4 function key. 
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28. If a particular cell shows ####### in Microsoft Excel 2007, which of the above 

possibilities can be thought of? 

I. the formula has a syntax error. 

II. the row is too short to show the number at the current font size. 

III. the cell is too narrow to show all the digits of the number. 

 

1. I only 

2. III only 

3. II and III only 

4. I, II and III 

 

29. In Microsoft Excel 2007, to print gridlines in a worksheet, 

1. Press Ctrl+P 

2. Page layout tabpage set up dialog box  tic Print check box under Gridlines 

3. Click Office buttonPrint. 

4. Page layout tabSheet option grouptic Print check box under Gridlines click 

Office button  Print. 

 

30. Which of the following can be considered as data type(s) which can be entered into a cell 

in Microsoft Excel 2007? 

1. Text 

2. Formula 

3. Number 

4. Picture 

 

31. What is the area used to add slide content in a MS PowerPoint 2007 interface? 

1. Task Pane 

2. Outline Area 

3. Slide Pane 

4. Notes Pane 

 

32. A file which contains readymade styles that can be used for a presentation in MS 

PowerPoint 2007 is called: 

1. AutoStyle 

2. Template 

3. Wizard 

4. Pre formatting 

 

33. If the user wants to add his institution name in all the slides of a presentation, what is the 

fastest and easiest method available in Microsoft PowerPoint 2007?  

1. Custom shows   

2. Slide master  

3. Action buttons  

4. Hyperlink 



 

153 
 

34. Shown below is an image of interface in Microsoft PowerPoint 2007.Match column A 

with column B. 

 
 

 

Column A Column B 

A i. Scrollbars 

B ii. Rulers  

C iii. Slide Workspace 

D iv. Slide 

 

1. A-i, B-ii, C-iii, D-iv 

2. A-ii, B-i, C-iv, D-iii 

3. A-iv, B-iii, C-i, D-ii 

4. A-iv, B-ii, C-iii, D-i 

 

35. Ellipse Motion is a predefined……………. in MS PowerPoint 2007. 

1. Design Template 

2. Color Scheme 

3. Animation Scheme 

4. None of these 

 

36. User wants to call the „Annual Report‟, an excel document to a particular slide in the 

presentation and wants to show the web site of his companyfromanother slide. Which of 

the following will help in doing this?  

1. Action Settings 

2. Hyperlink 

3. Design templates 

4. Slide transition 
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37. Outline view of the MS PowerPoint 2007 is used to, 

1. View the topics of each slide in a presentation. 

2. Shows all the text of all slides in a list. 

3. Edit all the text of all slides in a list. 

4. View all the slides in the presentation. 

 

38. After creating a presentation if the user wants to change the order of the slides, which of 

the following view cannot be used to achieve this? 

1. Outline view   

2. Normal view  

3. Slide Sorter view   

4. Slide Show view 

 

39. Both Open Office Base and MS Access 2007 are, 

1. Object Oriented Database Management systems  

2. Relational Database Management systems 

3. Network Database Management systems 

4. Hierarchical Database Management systems 

 

40. In MS Access 2007, data type AutoNumber can be, 

1. Sequential 

2. Edited 

3. Random 

4. Hide 

 

41.  How many relations may exist between tables in MS Access 2007 database? 

1. 4 

2. 2 

3. 3 

4. 1 

 

42. Which of the following is not a view for interacting with a form object? 

1. Datasheet view 

2. Design view 

3. Form view 

4. Layout view 
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43. Consider the following MS Access 2007 and verify its name. 

 

1. Table design view 

2. Query design view 

3. Report design view 

4. Query datasheet view 

 

44. Which database object can be exportedto another database in MS Access 2007? 

1. Tables 

2. Queries 

3. Forms 

4. None of above 

 

45. What is/are the method/s that can used to delete a column from a MS Access 2007 table? 

1. Select the column in the table datasheet viewright click delete column 

2. Select the row in the table design viewright click delete row 

3. Select the row in the table design view click 'delete row' button in the ribbon 

4. MS Access does not allow to delete a column from a table. 

 

46. What is the use of  button in MS Access 2007? 

1. Save the query 

2. Perform the actions specified in a query 

3. Perform the actions specified in a table 

4. Report generating 

 

47. What is a README file? 

1. A file which is protected from accidental deletion and unintentional or 

unauthorized changes to its content. 

2. A small text file that contains information about other files in a directory which is 

commonly distributed with computer software. 

3. A file which contains the characters of a computer. 

4. None of above. 

http://www.webopedia.com/TERM/T/text_file.html
http://en.wikipedia.org/wiki/Directory_%28file_systems%29
http://en.wikipedia.org/wiki/Software
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48. Which of the following identifies a specific web page and its computer on the Web? 

1. Web site 

2. Web site address 

3. URL 

4. Domain Name 

 

49. Outlook Express is a……………… 

1. E-mail Client 

2. Browser 

3. Search Engine 

4. None of the above 

 

50. What does the .com domain represent? 

1. Education domain 

2. Commercial domain 

3. Network 

4. None of the above 
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1. Which statement/ statements is/are incorrect? 

1. computers  have  the  capacity  to  perform  completely  different  type  of  work 

2. Sometimes a computer will lose stored information on its own. 

3. Computer  is  a  dumb  machine  and  it  cannot  do  any  work  without  

instruction  from  the  user. 

4. Before processing the data stored in a floppy disc, data must be moved to primary 

storage of the computer, it is a serious drawback. 

 

2. What is the device shown below? 

 
1. Hard disk 

2. Floppy disk 

3. Card reader 

4. Micro SD card 

 

3. What kind of a device is it? 

1. Input device 

2. Output device 

3. Both Input and Output device 

4. Peripheral device 

 

4. The tangible parts that make up the computer are called, 

1. Hardware 

2. Software 

3. Central Processing unit 

4. Liveware 

 

5. CPU contains 

1. Control Unit (CU) and an Arithmetic and Logic Unit (ALU) 

2. Registers and system clock 

3. RAM and ROM 

4. Control Unit (CU) only 
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6. Operating system, 

1. Contains instructions that co-ordinate hardware. 

2. Contains instruction that allow running any application software. 

3. is an interface between the user and the computer. 

4. All of the above. 

 

7. What are the four classifications of the Network based on the scale? 

1. PAN, LAN, WAN, MAN 

2. LAN, optical fiber network, Ethernet, PAN 

3. Active, peer-to-peer, client-server, Ethernet 

4. Bus, Star, Ring, Mesh 

 

8. Different components in the motherboard of a PC unit are linked together by sets of 

parallel electrical conducting lines. What are these lines called? 

1. Conductors 

2. Buses 

3. Connectors 

4. Consecutives 

 

9. ……………. software is designed to be used free of charge. 

1. Freeware 

2. Open source software 

3. Shareware 

4. Operating software 

 

10. What is not an advantage of using a network in a local organization? 

1. A user can log on to a computer anywhere on the network and access their work 

files from the file server. 

2. The technical skills needed to manage a network are much higher. 

3. It is much faster to install an application once on a network - and copy it across 

the network to every workstation therefore the time consumption is less. 

4. Can save money by sharing printers, plotters, modems etc. 

 

11. Which of the following is an / are example(s) for word processing applications? 

1. WordStar  

2. Lotus Symphony Document 

3. Lotus 1-2-3  

4. DOS-Edit 

 

12. Computer Virus is a ………….. 

1. Hardware 

2. Software 

3. Bacteria 

4. Freeware 
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13. Following table shows the windows 7 gadgets in column A and functions in the column 

B.  Match them. 

 

 

1. A-iii, B-ii, C-iv, D-v, E-vi, F-i 

2. A-iv, B-ii, C-v, D-v, E-iv, F-iii 

3. A-i, B-ii, C-v, D-iv, E-vi, F-iii 

4. A-ii, B-i, C-iv, D-v, E-vi, F-iii 

 

14. How can one create a shortcut to a folder in Windows 7? 

1. Right click on the folder click Crate Shortcutrename 

2. Left click on the desktop click Crate Shortcutrename 

3. Click crate shortcut button on the quick access bar rename 

4. Right click on the folder open propertiesclick Crate Shortcutrename 

 

 

 

Column A Column B 

A 

 

i. Currency – Convert an amount of input currency into 

target currency.  

B 

 

ii. CPU meter- measures the current CPU utilization and 

the memory usage.  

 

C 

 

iii. Clock – shows the time in analog clock. 

D 

 

iv. Weather- display timely often aggregated information 

that changes throughout the day.                                   

E 

 

v. Feed Headlines- RSS feed aggregator that links into 

the RSS feeds you have subscribed. 

F 

 

vi. Calendar   
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15. What is the button used change the fill colour in Microsoft Word 2007? 

1.  

2.  

3.  

4.  
 

16. Regarding “AutoText” in Microsoft Word 2007 which of the following statement(s) is/are 

correct?  

1. „AutoText‟ automatically corrects some spelling mistakes in the document.  

2. One can insert salutations, attention lines and many others automatically.  

3. A symbol can be inserted automatically by typing some characters. 

4. One can define his own text as AutoText. 

 

17. In Microsoft Windows 2007, page number can be placed in 

1. Top of the page 

2. Bottom of the page 

3. Current position 

4. Page margin   

 

18. Consider the following image which has already been aligned in Microsoft Word 2007.  

 

 Select the most appropriate method of aligning an image as shown in the figure above?  

1. Type the surrounded text in text boxes and place them around the table.  

2. Insert the image inside an AutoShape and place it over the text.  

3. Select the picture, select the appropriate wrap text type from the arrange group 

under picture tools tab. 

4. Insert the image inside an AutoShape and place it over the text. 
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19. Which of the following wrap text format is used in the above picture? 

1.  

2.  

3.  

4.  
 

20. In Microsoft Word 2007, button is used to, 

1. Close document 

2. Open document 

3. Review document 

4. Save document 

 

21. Which is the correct method of inserting a water mark in to a document in Microsoft 

Word 2007? 

1. Insert tabPage background groupWater mark button 

2. View tab Page layout group Water mark button 

3. Page layout tab Page background group Water mark button 

4. Home tab illustrations group Water mark button 

 

22. In a Microsoft Word 2007 document what action occurs when this button is clicked? 

 

1. Align the text evenly from top to bottom 

2. Align the text evenly from between to specified points 

3. Align the text evenly from counterclockwise 

4. Align the text evenly from left to right 

 

23. What is the shortcut key to insert a new sheet in current workbook in Microsoft Excel 

2007? 

1. F11 

2. Alt +F11 

3. Ctrl+ F11 

4. Shift + F11 
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24. What do you mean by a workspace in Microsoft Excel 2007? 

1. Group of Columns 

2. Group of Worksheets 

3. Group of Rows 

4. Group of Workbooks 

 

25. In Microsoft Excel 2007, you can sum a large range of data by simply selecting a tool 

button called ……………….. 

1. AutoFill 

2. Auto correct 

3. Auto sum 

4. Auto format 

 

26. Which of the following can be considered as correct in Microsoft Excel 2007? 

1. Header of the work sheet will be visible at the top corner of each page. 

2. Header will be printed in the in the top corner of each page. 

3. Once the user enters the Header statement, it cannot be modified. 

4. There is no Footer option in Excel workbook.  

 

27. What is the function of  button in Microsoft Excel 2007? 

1. To clear all contents, formats, and comments that are contained in the selected 

cells, click Clear All. 

2. To clear only the formats that are applied to the selected cells, click Clear 

Formats. 

3. To clear only the contents in the selected cells, leaving any formats and comments 

in place, click Clear Contents. 

4. To clear any comments that are attached to the selected cells, click Clear 

Comments. 

 

28. You can add an image to a template by clicking the Insert Picture from File button on the 

…………… toolbar in Microsoft Excel 2007. 

1. Standard 

2. Formatting 

3. Insert 

4. Picture 

 

29. Which of the following characters is/are ignored by sorting methods in Microsoft Excel 

2007?  

1. Apostrophe(‟)   

2. Forward Slash(/)  

3. Colon (:)  

4. Tilde Character (~)   
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30. Status indicators are located on the……………. in Microsoft Excel 2007. 

1. Vertical scroll bar 

2. Horizontal scroll bar 

3. Formula bar 

4. Formatting toolbar 

 

31. Using the Slide master in Microsoft PowerPoint 2007, which element(s) can be modified? 

1. Theme and slide layouts of a presentation 

2. Background color, fonts, effects 

3. Placeholder sizes, 

4. Positioning 

 

32. Which key in the key board can be used to view slide show in MS PowerPoint 2007? 

1. F1 

2. F2 

3. F5 

4. F10 

 

33. What is/are the area(s) used to add a comment to the slide in MS PowerPoint 2007? 

1. Slide Pane 

2. Notes Pane 

3. Comment Pane 

4. Task Pane 

 

34. Following table shows some icons in MS PowerPoint 2007. Match the column A with 

column B. 

Column A Column B 

A 

 

i Insert a picture from a file 

B 

 

ii Create a presentation based on set of pictures.  

C 

 

iii Insert a picture of any program that is not minimizes 

it the task bar. 

D 

 

iv Insert a ClipArt to the presentation 

 

1. A-iii, B-iv, C-ii, D-i 

2. A-ii, B-iii, C-i, D-iv 

3. A-i, B-iii, C-iv, D-ii 

4. A-ii, B-iv, C-i, D-iii 

35. ………………… timing can be used to preview the time of the presentation before 

presenting in MS PowerPoint 2007. 

1. Slide timing 

2. Rehearse timing 

3. Practice timing 

4. Start timing 
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36. Which view in Power point can be used to enter speaker comments? 

1. Normal 

2. Slide Show 

3. Slide sorter 

4. Notes Page view 

 

37. After choosing a predefined template, which option has to be chosen to change the 

background color in MS PowerPoint 2007? 

1. Design Template 

2. Color Scheme 

3. Animation Scheme 

4. None of these 

 

38. To insert new slide in the current presentation in MS PowerPoint 2007, select 

1. Ctrl+ M 

2. Ctrl+ N 

3. Ctrl+ O 

4. Ctrl+ F 

 

39. RDBMS stand for, 

1. Rational Database Maintenance System 

2. Relational Database Management System 

3. Relation Data Maintenance System 

4. Relational Design Management System 

 

40. Which of the following database object can you import from one Microsoft Access 2007 

database to another?  

1. Queries 

2. Tables 

3. Forms 

4. Slides 

 

41. A Composite Key in MS Access 2007 is a, 

1. a primary key  which consists of many fields 

2. field in one table that is a primary key in another table 

3. secondary key 

4. hidden field of a table 

 

42.  Queries in MS Access 2007 can be used as 

1. view, change and analyze data in different ways 

2. a source of records for forms and reports 

3. Only a 

4. Both a and b 

 

 



 

166 
 

 

43. What is the equivalent software of MS Access 2007 in Open Office? 

1. Open Office Calc 

2. Open Office Base 

3. Open Office Impress 

4. Open Office Math 

 

44. In MS Access 2007, text data type may contain maximum characters of 

1. 256 characters 

2. 255 characters 

3. 1064 characters 

4. 512 characters 

 

45. In  MS Access 2007, OLE object data type can store, 

1. Sounds 

2. Microsoft Word documents 

3. Microsoft Excel document 

4. Videos 

 

46. A translator that translates mnemonic instructions into machine code is 

1. a compiler  

2. a decoder  

3. an assembler  

4. an interpreter 

 

47. Which of the following is a valid example for an e-mail address? 

1. sunil.silva@gmail.com  

2. sunil-silva@gmail.com  

3. sunil@ilva@gmail.com  

4. sunil/silva@gmail.com 

 

48. Which of the following devices do you need to be able to communicate with other 

computers using the telephone network?  

I. CD ROM 

II. Modem 

III. Plotter  

IV. Speakers 

V. Hub 

1. I, II, III 

2. I and III only 

3. II, III, V 

4. II and V only 
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49. You have a modem and a telephone connection. What else do you need to connect your 

computer to the internet?  

1. Browser and printer 

2. ISP account and network 

3. Browser and ISP account  

4. ISP account and Utility software  

 

50. Which of the following is the correct way of using the fingers on the computer keyboard? 

 

1.  

2.  

3.  

4.  
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1. Which statement is correct? 

1. The generic term “computer program” can be used to refer to any piece of 

software. 

2. Data may be in the form of text, documents, images, audio clips or software 

program. 

3. “User” is not an essential part of a computer system. 

4. Generic term “device” can be used to refer to any piece of hardware. 

 

2. Identify the device shown below. 

 
1. Printer 

2. Scanner 

3. Digital camera 

4. Web camera 

 

3. What is the function of the above device? 

1. Input a photograph into the computer. 

2. Output a photograph from the computer. 

3. Edit photographs 

4. Temporally store photographs. 

 

4. Which statement is incorrect, 

1. RAM is a volatile form of a computer memory, which is capable of both  write  

data  into  RAM and  read  data  from  RAM. 

2. The programs which needed to start a computer are stored in ROM. 

3. RAM cache, helps speed the processes of the computer by storing frequently used 

instructions and data. 

4. A computer with a large ROM and a CPU can actually run faster than a computer 

with a powerful CPU but with a low ROM. 

 

5. Which factor(s) effect the performance of a personal computer? 

1. Hard disk capacity 

2. CPU clock speed 

3. Working Environment 

4. Typing speed 
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6. Which one is not a system software? 

1. Operating system  

2. Bespoke 

3. Utility system 

4. Library system 

 

7. Identify the given topology respectively. 

 

      A   B      C   D         E 

1. A -Ring topology, B- Star topology, C- Mesh topology, D -Bus topology, E- Tree 

topology  

2. A- Mesh topology, B-Ring topology, C-Star topology, D-Tree topology, E- Bus 

topology 

3. A- Mesh topology, B- Star topology, C -Ring topology, D-Tree topology, E- Bus 

topology  

4. A -Tree topology, B-Ring topology, C-Star topology, D- Mesh topology, E- Bus 

topology 

 

8. Which of the following correctly identify the numbered elements of the given diagram? 

 
 

1. CPU fan, Hard disk drive, Motherboard, Power supply 

2. Floppy disk drive, CPU fan, Motherboard, Hard disk drive 

3. Power supply, CPU Fan, Motherboard, Hard disk drive 

4. Floppy disk drive, Motherboard, CPU fan, Hard disk drive 

 

 

1 

2 

3 

4 
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9. What is/are the disadvantage/disadvantages of using network system in an organization? 

1. If something goes wrong with the file server the whole network is unable to 

operate. 

2. The technical skills needed to manage a network are much higher than working on 

a stand-alone computer. 

3. Users who use too much bandwidth may prevent others from using the network 

facilities properly. 

4. More security of the data. 

 

10. The rightmost part of a filename after the dot is called the …………………… 

1. file name   

2. application software  

3. extension   

4. file location   

 

11. The MS Office package runs on, 

1. Linux 

2. DOS  

3. UNIX  

4. MS Windows  

 

12. Data Encryption Techniques are particularly used for…………….. 

1. enhances Data Integrity. 

2. protecting data in Data Communication System. 

3. reduce Storage Space Requirement. 

4. decreases Data Integrity. 

 

13. Following image shows the weather gadget in Windows 7. Name the labels correctly. 

 

1. A-close button, B-Size button, C-Option button, D- Handle 

2. A-close button, B-Minimize button, C-Setting button, D- background 

3. A-close button, B-open button, C-Option button, D- Handle 

4. A-close button, B-open button, C-setting button, D- Handle 

 

 

 

A 

B 

C 

D 
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14. What is the use of button in Microsoft Word 2007? 

1. Print only the first page of the document. 

2. Send the document directly to the default printer without making changes. 

3. Preview and make changes to pages before printing. 

4. Select the printer and set the number of copies before printing. 

 

15. Following table shows the buttons in the illustration group of Microsoft Word 2007 in 

column A and examples are in column B. 

      Which of the following shows correct matching? 

Column A Column B 

A 

 

i 

 

B 

 

ii 

 
C 

 

iii 

 
D 

 

iv 

 
E 

 

v  

 

 

 

 

 

1. A-i, B-ii, C-iv, D-i, E-iii 

2. A-ii, B-iii, C-v, D-i, E-iv 

3. A-iii, B-ii, C-iv, D-i, E-v 

4. A-iv, B-ii, C-v, D-iii, E-i 

 

 

 

 

A

BC

0

2

4

6

A B C

Series 1

Series 2

Series 3
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16. Which button is used to decrease the indent in Microsoft Word 2007? 

1.  

2.  

3.  

4.  

17. In Microsoft Word 2007, button is used to? 

1. Print the current page of the document. 

2. Create a new blank document. 

3. Open an existing document 

4. Save the document 

 

18. Select the most appropriate method to insert the following table into a document in 

Microsoft Word 2007? 

Month Income 

January Rs. 87,000.00 

March Rs. 67,000.00 

May Rs. 98,000.00 

1. Select Insert tab click Table button under Tables group select 2 x 4 table 

press Enter 

2. Press Ctrl+T select 2 x 4 table press Enter 

3. Press Alt+Tselect 2 x 4 tables press Enter 

4. Press Ctrl+Alt+Tselect 2 x 4 table  press Enter 

 

19. Keyboard shortcut for CUT command in Microsoft Word 2007 is………….  

1. Ctrl + Z  

2. Ctrl + Y  

3. Ctrl + X 

4. Ctrl + C 

 

20. Choose the best definition of a Mail Merge in Microsoft Word 2007.  

1. Combines your company's mailroom with email technology 

2. The process of merging two documents into new documents 

3. A process of bulk printing addressed envelopes 

4. Process of merging two cells in a table. 

 

21. State whether the following statement is true or false.  

“Be careful when you delete text from a document, because after you deleted or choose 

Cut, the data is gone and you cannot get it back.”   

1. True  

2. False 
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22. Identify the element of the Microsoft Word 2007. 

 

Name of the above element is, 

1. Zoom slider 

2. Scroll bar 

3. +/- Bar 

4. Magnifier slider 

 

23. What is the shortcut key to insert new sheet in current workbook? 

1. F11 

2. Alt +F11 

3. Ctrl+ F11 

4. Shift + F11 

 

24. What do you mean by a workspace in Microsoft Excel 2007? 

1. Group of Columns 

2. Group of Worksheets 

3. Group of Rows 

4. Group of Workbooks 

 

25. Microsoft PowerPoint 2007 is a ……………….. application. 

1. Spreadsheet 

2. Animation 

3. Presentation 

4. Word Processing 

 

26. Following table shows some common features in MS PowerPoint 2007. 

Column A Column B 

A. Slide master   i. a file that contains the styles in a presentation 

B. Slide layout   ii. adapt a single presentation to a variety of 

audiences 

C. Design templates   iii. make overall changes in a presentation 

D. Auto Content wizard   iv. create a presentation using suggested content 

E. Custom shows   v. Arrangement of the slide 

Which of the following represent correct matching of the contents in Column A with 

those of column B?  

1. A-ii, B-v, C- i, D- iii, E- iv  

2. A- I,  B-ii, C-iii, D-iv, E-v   

3. A- iii, B-v, C- i, D-iv, E-ii  

4. A- iii, B-v, C-i, D- ii, E- iv  
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 Following is a screen print of income report of ABC holdings created in Microsoft Excel 

2007.  Use this figure to answer questions 28 to 31.  

 
 

27. What is needed to be typed in cell F5 to calculate the total income of January?  

1. C5+D5+E5 

2. = C5+D5+E5 

3. =SUM(C5:D5:E5)   

4. Total(C5:E5)  

 

28. Which of the following methods can be used to calculate the totals for April, July, 

October and December, using F5 which is assumed to be already filled? 

1. select F5 cell, copy and paste it to the other corresponding cells.  

2. use the Fill Handle to copy the F5 cell to other corresponding cells.  

3. copy the F5 cell formula from the Formula Bar and paste to other corresponding 

cells.  

4. select F5 cell, click on the Format Painter button and select other corresponding 

cells.  

 

29. Which is the correct formula to calculate the average of total income in the cell F10?  

1. “=AVG (” and select the cells F5 to F9.  

2. “=AVERAGE (” and select the cells F5 to F9.  

3. “=Total (” and select the cells F5 to F9.  

4. “=AVE (” and select the cells F5 to F9.  

 

30. Which of the following methods can be used to insert a line chart toward the above table? 

1. Insert tab chart button under illustrations select „line‟ on the left hand side 

click on the chart 

2. View tab chart button  select „line‟ on the left hand side click on the chart 

3. Ctrl+ H 

4. Insert tab charts group select line chart button  select the chart from the 

drop down menu Enter 
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31. Which of the following will be the correct output of the chart? 

1.  

2.  

3.  

4.  

 

32. Which of the following is an /are element(s) of MS PowerPoint working environment?  

1. Drawing Toolbar  

2. Menu Bar  

3. Slide Show   

4. Task Pane  
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33. Microsoft PowerPoint 2007 can display data which of the following add-in software of 

MS Office? 

1. Equation Editor 

2. Organization Chart 

3. Photo Album 

4. All of these 

 

34. If you have a PowerPoint show you created in MS PowerPoint 2007, and want to send it 

using email to another friend you can add the show to your email message as a (an), 

1. Inclusion 

2. Attachment 

3. Reply 

4. Forward 

 

35. What kind of effects can you add to a slide when you are using custom animation? 

1. Effects and Colors  

2. Motion Path and Exit 

3. Entrance and Emphasizes 

4. Both B & C 

 

36. Slides in MS Power Point can have 

1. Title, text, graphs 

2. Drawn objects, shapes 

3. Clipart, drawn art, visual 

4. Any of the above 

 

37. To run a slideshow in MS PowerPoint 2007 user must, 

1. Press F5. 

2. Click on Slide Show tab, Set Up group, and Set Up Slide Show. 

3. Click on Slide Show tab, start Slide Show group, and click From Beginning. 

4. Click on View tab, Presentation Views group, and click on Slide Master. 

 

38. In MS PowerPoint 2007, a chat can be put as a part of the presentation using, 

1. Insert PicturesCharts 

2. InsertChart 

3. EditChart 

4. viewChart 

 

39. Which of the following is not a field type in MS Access 2007? 

1. Memo 

2. Hyperlink 

3. Ole Object 

4. Lookup Wizard 
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40. What field type is used to store a picture in a table? 

1. Memo 

2. OLE 

3. Hyperlink 

4. None 

 

41. What is the special name given to a field in one table that is a primary key in another 

table in MS Access 2007? 

1. Foreign Key 

2. Composite Key 

3. Secondary Key 

4. Primary Key 

 

42. You can create queries in MS Access 2007,by 

1. dragging and drop fields on query builders 

2. converting a table in to a query 

3. typing the SQL command in SQL view 

4. using query wizard or design view 

 

43. A record in MS Access 2007 is  

1. a row of tables  which contains  information about a particular item stored in the 

table 

2. a record which must be numbered 

3. a column of table  which contains  information about items stored in the table 

4. record which should have a primary key field to identify each record 

 

44. What is called the connection between two or more tables using a common attribute in 

MS Access 2007? 

1. Primary key 

2. Relationship 

3. Composite key 

4. Link 

 

45. Which one is not considered as a relationship between two or more tables in MS Access 

2007 called? 

1. one-to-one 

2. one-to-many 

3. many-to-many 

4. many-to-many-to-many  

 

46. IP addresses are  

1. based on a hierarchy of assignment (network, sub network and computer).  

2. each 16 bits long.  

3. usually written in a convenient short hand form called the dotted-octet notation.  

4. assigned to computers depending on which Internet network the computer is 

connected to.  
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47. What is the port used to connect printer to the computer? 

1. USB 

2. Serial 

3. Parallel 

4. PS/2 

 

48. README file does not contain, 

1. Brief overview of the application and accessory programs 

2. Installation instructions with a note for users updating their Version, 

Specifications and compatibility 

3. Information about the price of the software 

4. Features added and bugs fixed in this release  

 

49. Once the email is sent, the message is broken into pieces called.................. 

1. Packets 

2. Process 

3. Digits 

4. Bytes 

 

50. Which of the following is/are the correct position of sitting at a computer? 

 
     A     B    C   D 

1. A only 

2. B only 

3. B and D only 

4. A, B and D 
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1. Before you remove the processor from the motherboard, what device should 

you remove first? 

1. Power supply 

2. RAM chip 

3. Heat sink 

4. Thermal compound 

 

2. UPS stands for 

1. United Power Solutions  

2. Uninterrupted Power Supply 

3. Uninterrupted Power Solution  

4. United Power Supply 

 

3. HOT KEY refers to  

1. The key which appears to be hot   

2. Mouse pointer 

3. The letter which is bold  

4. The letter which is underlined 

 

4. While using hot key we have to keep this key pressed……  

1. Ctrl  

2. Shift 

3. Alt  

4. Space Bar 

 

5. Which of the following is used as a primary storage device? 

1. Magnetic drum 

2. ROM 

3. Floppy disk 

4. All of these 

 

6. Which of the following memories needs refresh? 

1. SRAM 

2. DRAM 

3. ROM 

4. All of above 

 

7. Modern computers are very reliable but they are not 

1. Fast 

2. Powerful 

3. Infallible 

4. Cheap 
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8. The ……………..determines the type of processor and RAM required for a motherboard. 

1. chipset 

2. cache 

3. CPU 

4. form factor 

 

9. What provides support to USB and FireWire on computers? 

1. The case 

2. The chipset 

3. The motherboard 

4. The power supply unit 

 

10. Which of the following is not an integral part of a computer? 

1. CPU    

2. UPS 

3. Mouse 

4. Monitor 

 

11. The CPU, the monitor, Keyboard, Mouse, printer, speakers comprises …………. 

1. Computer Hardware 

2. Computer software 

3. Computer Motherboard 

4. Chips 

 

12. What does the term „ICT‟ stand for?   

1. Information and Communication Technology.  

2. Internet and Computer Technology.  

3. Internet and Control Technology.  

4. Information and Control Technology. 

 

13. Which of the following is NOT an operating system? 

1. Linux 

2. MS Word 

3. Unix  

4. Windows 

 

14. Times New Roman, Arial are types of 

1. Style  

2. Character  

3. Font  

4. Number 

 

15. You can add a tab stop just by clicking a location on the Word ruler in Microsoft 2007. 

1. True 

2. False 
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16. What is the shortcut key to Close Active Document in Microsoft Word 2007? 

1. Shift + F4 

2. Ctrl + F4 

3. Ctrl + Shift + F4 

4. None of above 

 

17. Uppercase on Change Case dialog box and All Caps on Fonts dialog box both converts 

selected text into Capital Letters. What‟s the difference between the two? 

1. Both are same. They are only two different ways to capitalize text. 

2. It is faster to convert from Change Case than from Font dialog box 

3. Change Case makes conversion permanent but All Caps on Font can always be 

reverted 

4. All Caps on Font dialog box makes the change permanent where Change Case can be 

always reverted 

 

18. What happens when you click the launcher of a ribbon group in Microsoft Word 2007? 

 

1. The group is expanded. 

2. The group is hidden from view. 

3. A related dialog box, window or task pane is displayed. 

4. A related office program is displayed 

 

19. Consider the following two MS Word ClipArt pictures in Microsoft Word 2007.  

 

Image A     Image B 

How would one convert image A to image B?  

1. Use green dot handle to rotate the image.  

2. Use a picture editing application.  

3. Use the Format Picture option.   

4. Format using the Formatting Toolbar. 
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20. How do you set the margins in a Microsoft Word 2007 document?  

1. Use the ruler on the left of the page  

2. Use the ruler at the top of the page  

3. Click the launcher in the Page setup group under the Page layout Tab. 

4. Click and drag page. 

 

21. To see a list of suggestions for a misspell word in Microsoft Word 2007, 

1. right click on the word.  

2. select Spelling and Grammar from the Proofing group in Review tab.  

3. press F1 by selecting the word.  

4. Select options from the Tools menu by selecting the word. 

 

22. What is the name of the following bar in Microsoft Word 2007? 

 

1. Ribbon 

2. Quick Access Toolbar 

3. Status bar 

4. Menu bar 

 

23. Following is a picture of a group located in a Ribbon in Microsoft Excel 2007. 

 

Which of the following is/are incorrect? 

1. The figure depicts the Function Library group under the formula tab. 

2. The figure depicts the Formula Library group under the functions tab. 

3. Show all the functions available in excel. 

4. By using logical button excel can create new formulas. 

 

24. You can copy data or formulas in Microsoft Excel 2007, 

1. With the copy, paste and cut commands on the edit menu 

2. With commands on a shortcut menu 

3. With buttons on the standard toolbar 

4. All of the above 

 

25. To print only a part of a work sheet in Microsoft Excel 2007, you would select what you 

want to print and ……………….. 

1. click the Print button. 

2. select entire workbook on Page Setup and then print. 

3. select “Selection” in the Print dialog box and then print. 

4. set the print area by selecting “set print area” and then print. 
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 Refer the table created in Microsoft Excel 2007 below to answer the questions from 26 to 

30.         

 

26. Which of the following formulae can be used to calculate the average in cell F5? 

1. =AVERAGE(B5:D5) 

2. =SUM(B5:D5)/3 

3. =AVER(B5 : D5) 

4. =B5+C5+D5/3 

 

27. The Grade of a student is calculated based on the Average column. If the average is 

greater than or equal to 50“PASS” is displayed or otherwise “FAIL” is displayed. The 

formula in cell F5 is 

1. =if( Average>=50, “PASS”, “FAIL”) 

2. =if( F5>=50, “PASS”, “FAIL”) 

3. =if ( F5>=50, “FAIL” : “PASS”) 

4. =if( F5<50, “FAIL” , “PASS”) 

 

28. The above spread sheet is sorted based on 

1. Name  

2. Total mark 

3. Average marks 

4. Grade 

 

29.  The formula / formulae in cell D18 is / are 

1. =Max(D5,D14)  

2. =Maximum(D5; D14)   

3. =Max(D5:D14) 

4. Maximum(D5: D14) 
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30. The cell range(s) used to produce the following chart is / are, 

 

1. F4:F15 

2. F5:F14 

3. E5:E14 

4. B16:C16:D16 

 

31. What is the type of the chart that has been used to represent the data above? 

1. Column chart 

2. Bar chart 

3. Pie chart 

4. Axis chart 

 

32. Lookup Wizard is used to……………….., in MS Access 2007. 

1. select values from a previous value 

2. select values from a MS Excel datasheet 

3. select values from another table  

4. select values from a MS Word document 

 

33. To store a large text with numbers, which is the most appropriate data type in MS Access 

2007? 

1. Memo 

2. OLE 

3. Text 

4. Large Text 

 

34. SQL stands for 

1. Sophisticates Question List 

2. Structured Query Language 

3. Static Question Language 

4. Small Query Language 
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35. An administrative officer needs to store all the employee's contact numbers in the 

following format. 

  094-772-2456 

Which is the most suitable data type to store the data in MS Access 2007? 

1. Text 

2. AutoNumber 

3. Number 

4. Currency 

 

36. Which tool do you use to create a query object in MS Access 2007? 

1. Database Wizard 

2. Simple filter wizard 

3. Simple query wizard 

4. Table query wizard 

 

37. Which of the following is an/are example(s) for data types in MS Access 2007? 

1. Auto number  

2. Hyperlink  

3. Graphic 

4. OLE Object 

 

38. Saving a database in MS Access 2007 is done 

1. at the beginning of the database 

2. the first time you save data 

3. when closing the application 

4. during auto save 

 

39. The file extension introduced in MS Access 2007 database is 

1. .exe 

2. .doc 

3. .mdb 

4. .accdb 

 

40. In Microsoft PowerPoint 2007, what are the two kinds of sound effects files that can be 

added to a presentation? 

1. .wav files and .mid files 

2. .wav files and .gif files 

3. .wav files and .jpg files 

4. .jpg files and .gif files 

 

41. View a presentation in its original form, user should use…………………. view  

1. Slides 

2. Normal 

3. Slide show 

4. Slide sorter 
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42. Following are some elements that can be inserted in Microsoft Office documents. 

I. Header and Footer 

II. Book mark 

III. Formula 

IV. Video 

V. Comment 

Which elements can be inserted in a MS PowerPoint 2007 presentation? 

1. II and V only 

2. I, III, IV, and V only 

3. I, II, III, and IV only 

4. All above 

 

43. In the context of animations in MS PowerPoint 2007, what is a trigger? 

1. An action button that advances to the next slide 

2. An item on the slide that performs an action when clicked 

3. The name of a motion path 

4. All of above 

 

44. Which of the following views can be used to easily rearrange the slides of a particular 

Presentation in MS PowerPoint 2007? 

1. Notes Page 

2. Handout Master 

3. Slide Sorter 

4. Slide Show  

 

45. You can create a new presentation in MS PowerPoint 2007 by  

1. clicking the new button on the standard toolbar 

2. clicking file, new 

3. clicking file open 

4. pressing ctrl + N 

 

46. What is the use of  button in Mozilla Firefox? 

1. Send an e mail to server computer 

2. Load Mozilla Firefox home page 

3. Load the Google home page. 

4. Receive an e-mail from the server 

 

47. Which one of the following is a benefit of online file storage?   

1. Files can be shared safely with friends and family with Internet access. 

2. Only text files can be stored online. 

3. The data is publicly available to anyone with Internet access. 

4. Only you can access files you have stored on line. 
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48. What does "Reply to All" e-mail function do?  

1. Generate a reply to all recipients of the message.  

2. Generate a reply message to all entries in your e-mail address book.  

3. Generate a reply message to the sender only.  

4. Generate a reply to a specific person on your email listing. 

 

49. Consider the printing window given below. 

 
 

What is the status of this printer? 

1. Printer is out of order 

2. Printing was deleted 

3. Printing is in a queue 

4. Printing 

 

50. Rate of the keyboard typing speed is measured by, 

1. WPM 

2. Hz 

3. CPM 

4. bs-1 
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1. CPU contains 

1. Control Unit (CU) and an Arithmetic and Logic Unit (ALU) 

2. Registers and system clock 

3. RAM and ROM 

4. Control Unit (CU) only 

 

2. Which of the following is not a specification of a CPU?  

1.  2.8GHz Clock speed  

2.  2MB Cache memory 

3.  4.2ms Rotation latency 

4.  32-bit word size 

 

3. 5 Gigabytes are equal to 

1. 5000 KB 

2. 5242880 bytes 

3. 0.0048 TB 

4. 0.5TB 

 

4. Which statement is incorrect? 

1. RAM is a volatile form of a computer memory, which is able to capable of both 

write data into RAM and read data from RAM. 

2. The programs which are needed to start a computer are stored in ROM. 

3. RAM cache, helps speed the processes of the computer by storing frequently used 

instructions and data. 

4. A computer with a large ROM and a CPU can actually run faster than a computer 

with a powerful CPU but with a low ROM. 

 

5. Consider the following memory types. 

A. Read Only Memory 

B. Secondary Storage 

C. Register Memory 

D. Cache Memory 

E. Random Access Memory 

Which of the above can be classified as a Volatile Memory? 

1 (A) and (B)           

2 (A) and (C)         

3 (A) and (D)     

4 (D) and (E) 

 

6. What are the four types of input? 

5. Data, Programs, Commands, User responses 

6. Data, Graphics, Video, Audio 

7. Programs, Graphics, Instructions, Data 

8. Data , Visuals, User responses, Audio 
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7. Which one of the following is a result of compressing a file?  

1. The file is deleted.  

2. The file size is smaller.  

3. The 3 character extension is hidden.  

4. All file properties are lost. 

 

8. .“GPRS” stands for………………. 

1. General Protocol Recall Service            

2. Generation Packet Radio Service   

3. General Packet Radio Service 

4. General Protocol Radio Service 

 

9. In Windows 7, folder is used to, 

1. organize the files in a better way 

2. make access easy to the drive 

3. protect files by deletion 

4. encrypt files 

 

10. Visual Display Unit (VDU), 

1. is simply the screen. 

2. looks like a television, but often has higher resolutions. 

3. Cathode Ray Tube (CRT) monitors, Liquid Crystal Display (LCD) , Light 

Emitting Displays (LED)monitors are types of VDU. 

4. The CRT is the latest marketing innovation of display units. 

 

11. What are the two categories of chips in the motherboard? 

1. Northbridge  and  Southbridge 

2. West bridge and Northbridge 

3. System board and Planner board 

4. Main board and Northbridge 

 

12. Match the functionalities listed on Column A with the appropriate short cut keys listed on 

Column B. 

Column A Column B 

A. Save a document i. Ctrl + V 

B. Open a new blank document ii. Ctrl + C 

C. Copy the selected text on a document   iii. Ctrl + X  

D. Cut the selected text on a document   iv. Ctrl + N 

 v. Ctrl + S 

 

1. A-v, B-iv, C-ii, D-iii 

2. A-iv, B-v, C-i, D-iii 

3. A-v, B-iv, C-iii, D-ii 

4. A-v, B-i, C-ii, D-iii 
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13. Which one of the following is an example of an Operating System? 

1. Microsoft Word 

2. Microsoft Excel 

3. Microsoft Access 

4. Microsoft Windows 

 

14. Which of the following positions is available for fonts on Microsoft Word 2007? 

1. Normal 

2. Raised 

3. Lowered 

4. Centered 

 

15. Consider the following passage created in Microsoft Word 2007. 

 

Which of the following format techniques can be seen on the above paragraph? 

1. Subscript  

2. Italic 

3. Drop caps  

4. Strikethrough 

 

16. To add a button to the Quick Access toolbar in Microsoft Word 2007, 

1. Click the arrow next to the toolbar and select a command 

2. Drag a button from the ribbon to the toolbar. 

3. Double-click the toolbar and select a command. 

4. Click the icon and drop on the bar. 

 

17. Consider the following statements. 

I. Mail merge feature in MS-Word 2007 lets you print envelopes to be sent to a large 

number of people. 

II. Data source is the only document that should be there in order to do a mail merge. 

III. The mail merge data source can be a Microsoft Word document, Microsoft Excel 

Spreadsheet, any type of database table or one of quite a few other file types. 

 Which of the above statement/ statements is / are incorrect? 

1. I and II only 

2. III only 

3. I and IV only 

4. None of the above 
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18. To open an existing document, access the open command by clicking the …………., this 

displays the ………………... 

1. Office Button; File Menu 

2. Quick Access Toolbar; Open Button 

3. Insert Tab; Open Group 

4. Open button ; Open Group 

 

19. When you type a new text, ……………. mode replaces existing text in Microsoft Word 

2007. 

1. Insert 

2. AutoType 

3. Overtype 

4. Replacement 

20. What is the use of  button in Microsoft Word 2007? 

1. Insert a page brake in to a word document. 

2. Insert new blank page to a word document 

3. Insert cover page to a word document 

4. Insert section brake to a word document 

 

21. The Software which contains rows and columns is called ……………….. 

1. Database 

2. Drawing 

3. Spreadsheet 

4. Word processing 

 

22. To show/hide the grid lines in Microsoft Excel 2007 

1. Page Layout Grid lines  view 

2. Insert  Grid lines  view 

3. View Grid lines  view 

4. Edit Grid lines  view 

 

23. Which of these is a quick way to copy formatting from a selected cell to two other cells 

on the same Microsoft Excel 2007 worksheet? 

1. Use Ctrl to select all three cells, then click the paste button on the standard toolbar 

2. Copy the selected cell, then select the other two cells, click style on the Format 

menu, then click Modify 

3. Click format painter on the Formatting toolbar twice then click in each cell you 

want to copy the formatting to 

4. All of above 

 

24. In Microsoft Excel 2007, formatting a cell in Currency, you can specify 

1. Decimal Places 

2. Currency Symbol 

3. Float 

4. None of above 



 

195 
 

 

25. Identify each chart created in Microsoft Excel 2007 in the correct order. 

 
     A    B   C   D 

1. Column chart, Scatter chart, Line chart, Axis chart 

2. Bar chart, Line chart, Column chart, Scatter chart 

3. Bar chart, Scatter chart, Bar chart, Curve chart 

4. Column chart, Line chart, Column chart, Scatter chart 

 

26. What is entered by the function =today() in Microsoft Excel 2007? 

1. The date value for the day according to system clock 

2. The time value according to system clock 

3. Today‟s date as Text format 

4. All of above 

 

27. Which file format can be added to a PowerPoint show in MS PowerPoint 2007? 

1. .jpg 

2. .giv 

3. .wav 

4. .doc 

 

28. Material consisting of text and numbers is best presented as …………………..in MS 

PowerPoint 2007. 

1. A table slide 

2. A bullet slide 

3. A title slide 

4. All of the above 

 

29. What is a motion path in MS PowerPoint 2007? 

1. A type of animation entrance effect 

2. A method of advancing slides 

3. A method of moving items on a slide 

4. A type of video entering method 

 

30. In MS PowerPoint 2007, to preview a motion path effect using the custom animation task 

pane, you should 

1. click the play button 

2. click the show effect button  

3. double click the motion path 

4. all of above 
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31. How can you create a uniform appearance by adding a background image to all slides in 

MS PowerPoint 2007? 

1. Create a template 

2. Edit the slide master 

3. Use the autocorrect wizard 

4. All of the above 

 

32. To select one hyperlink after another during a slide presentation in MS PowerPoint 2007, 

what do you press? 

1. Tab 

2. Ctrl + K 

3. Ctrl + h 

4. All of above 

 

33. Consider the following slide prepared by using the MS PowerPoint 2007. 

 
 

What type of fill effect is/are used to fill the title section of the above slide? 

1. Picture 

2. Texture 

3. Gradient 

4. Solid Colour 

 

34. Microsoft Access 2007 is a 

1. RDBMS 

2. OODBMS 

3. ORDBMS 

4. Network Database Model 

 

35. What is the intersection of a row and a column in MS Access 2007? 

1. Record 

2. Cell 

3. Query 

4. Form 
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36. Which of the following is not a database object? 

1. Tables 

2. Queries 

3. Relationships 

4. Reports 

 

37. When  one  creates  a  query  in  MS  Access 2007,  which  of the  following  criteria  

is/are  not written  using  proper syntax?  

1. "TharuminiGeehanga"   

2. >=2500   

3. =>2500  

4. NOT EQUAL TO 500   

 

38. A ……………… enables you to view data from a table based on a specific criterion 

1. Form 

2. Query 

3. Macro 

4. Report 

 

39. Which one of the following refers to the domain name in the URL http://www.ecdl.org?  

1. .org. 

2. http://. 

3. //www.  

4. ecdl. 

 

40. A ……………… is a computer that controls access to the hardware and software on a 

network and provides a centralized storage area for programs, data, and information. 

1. client     

2. PC 

3. server     

4. tablet 

 

41. What is the term used when you press and hold the left mouse key and move the mouse 

around the screen? 

1. Highlighting 

2. Dragging 

3. Selecting 

4. Moving 

 

42. What is/are the disadvantages of compressing data? 

1. Added complication 

2. Effect of errors in transmission 

3. Byte order independent 

4. Need to decompress all previous data 
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 Refer the following illustration which shows the different ports of a computer to answer 

the questions from 43 to 46. 

 
43. Identify the following ports in the correct order. 

                            01    02  08    10    11 

            

1. PS/2, Parallel port, VGA connector, Serial connector ,USB connectors 

2. PS/2, Parallel port, USB connectors, VGA connector, Serial connector  

3. PS/2, VGA connector, USB connectors, Parallel port, Serial connector  

4. Parallel port, PS/2,USB connectors, VGA connector, Serial connector  

44. What is the difference between   01   and   12  , 

1. 01  is used to connect the mouse and  12   is used to connect the key board. 

2. 01  is PS/2mouse port and  12  is PS/2 key board port. 

3. 01  is used to connect the line in jack and  12   is used to connect the line out jack. 

4. 01  is a Parallel port and  12   a serial port. 

 

45. What are the numbers given to the Serial port and the parallel port in the above figure? 

1. Serial Port- 11 , Parallel Port-  02    

2. Serial Port- 01 , Parallel Port-  12    

3. Serial Port- 02 , Parallel Port-  11    

4. Serial Port- 02 , Parallel Port-  10    

 

46. What is the name of   05  ,  06   and  07   jacks in the correct order. 

1. Line out jack, Line in jack, Microphone jack 

2. Line in jack, Line out jack, Microphone jack 

3. Microphone jack ,Line in jack, Line out jack  

4. Line in jack, Line out jack, line in out jack 
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47. If you have a PowerPoint show you have created and want to send using email to another 

friend you can add the presentation to your email message as a (an) 

1. Inclusion 

2. Attachment 

3. Reply 

4. Forward 

 

48. Which of the following fields would not make a suitable primary key in an MS Access 

2007 table? 

1. Driving License Number of a Person  

2. Student Registration Number in the University Register  

3. Bank cheque number  

4. Issuing date of a cheque 

 

49. In a client/server model, a client program ……………... 

1. Asks for information 

2. Provides information and files 

3. Serves software files to other computers 

4. Distributes data files to other computers 

 

50. Every device on the Internet has a unique ………………. address. 

1. DH 

2. IPVPP 

3. DTH 

4. IP 
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ICT Skills 

Model Paper 01 

Answers 
Correct answers are shaded. 

 

Question  

No 

Answers  Questio

n  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 02 

Answers 
Correct answers are shaded 

 

Question  

No 

Answers  Questio

n  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 03 

Answers 
Correct answers are shaded 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 04 

Answers 
Correct answers are shaded. 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 05 

Answers 
Correct answers are shaded. 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 06 

Answers 
Correct answers are shaded. 

 
 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 

 



 

207 
 

ICT Skills 

Model Paper 07 

Answers 
Correct answers are shaded. 

 

Question  

No 

Answers  Questio

n  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 08 

Answers 
Correct answers are shaded 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 09 

Answers 
Correct answers are shaded 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 
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ICT Skills 

Model Paper 10 

Answers 
Correct answers are shaded. 

 

 

Question  

No 

Answers  Question  

No 

Answers 

1 2 3 4 1 2 3 4 

1. 1 2 3 4 26. 1 2 3 4 

2. 1 2 3 4 27. 1 2 3 4 

3. 1 2 3 4 28. 1 2 3 4 

4. 1 2 3 4 29. 1 2 3 4 

5. 1 2 3 4 30. 1 2 3 4 

 

6. 1 2 3 4  31. 1 2 3 4 

7. 1 2 3 4 32. 1 2 3 4 

8. 1 2 3 4 33. 1 2 3 4 

9. 1 2 3 4 34. 1 2 3 4 

10. 1 2 3 4 35. 1 2 3 4 

 

11. 1 2 3 4  36. 1 2 3 4 

12. 1 2 3 4 37. 1 2 3 4 

13. 1 2 3 4 38. 1 2 3 4 

14. 1 2 3 4 39. 1 2 3 4 

15. 1 2 3 4 40. 1 2 3 4 

 

16. 1 2 3 4  41. 1 2 3 4 

17. 1 2 3 4 42. 1 2 3 4 

18. 1 2 3 4 43. 1 2 3 4 

19. 1 2 3 4 44. 1 2 3 4 

20. 1 2 3 4 45. 1 2 3 4 

 

21. 1 2 3 4  46. 1 2 3 4 

22. 1 2 3 4 47. 1 2 3 4 

23. 1 2 3 4 48. 1 2 3 4 

24. 1 2 3 4 49. 1 2 3 4 

25. 1 2 3 4 50. 1 2 3 4 

 


