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Question 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select   start > shutdown > select restart > ok 
 
Be carful:  

 Shutdown  
 Stand By 
 Log of user 
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Question 2 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 
 
Press Ctrl + Alt + Delete. 
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Question 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Print screen  
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Question 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Right click on my computer 
Properties > General  
Then select the RAM Speed  > ok 
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Question 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Double click Keyboard 
Input Locales > select to English UK  
Press Set as Defaults >> ok 
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Question 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Right Click on Floppy (A :) 
Select > format. 
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Question 7 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
1- Double click on my computer 
2- Double click on control panel 
3- select Add/Remove programs. 
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Question 8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Click on start menu > select help  > select index tab 
Type audio files > click display. 
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Question 9 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

File > select to file name called Introduction 
At the last of this menu 
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Question 10 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

File > save as > select my computer  
Then select 3½ floppy (A:) > click save. 
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Question 11 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Internet explorer icon. 
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Question 12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click and drag my documents to the frame in the right side in the 
desktop. 
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Question 13 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the Holiday pics.ppt file from right pane 
Right click to select create shortcut. 
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Question 14 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the scroll in the right side 
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Question 15 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click in minimize button in my computer. 
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Question 16 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the + icon in drive C 
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Question 17 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select to 3½ floppy choose the existing file. 
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Question 18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click 
Select  New > Folder > type Dates  > Enter. 
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Question 19 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the C: drive 
From the right pane look at the size for file Training.ppt. 
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Question 20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Double click on the Excel file 
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Question 21 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Count the number of the word files in the window  
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Question 22 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right Click on the file AGM.ppt P 
Properties   >    uncheck read only > ok 
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Question 23 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
File Extensions  
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Question 24 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Disinfecting  
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Question 25 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click Tax Briefs 
Select Rename > type Tasks  > press Enter. 
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Question 26 
 
 
 

 
 
 
 

 
 
 
Press & Hold Ctrl from keyboard  >  Select Logo. jpg file. 
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Question 27 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on the file Policy.doc 
Cut  > open Zip 100 (E :) drive  >  paste. 
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Question 28 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Two teams can work on the same files in two different 
locations 
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Question 29 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Can usually be detected by anti-virus software. 
o Can reproduce itself via email attachments. 
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Question 30 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the file Policy.doc > press delete on standard bar. 
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Question 31 
 
 

 
 
 
 

 
 
 
 
 
Select start menu search for files or folders type “Booking” 
in search for files or folders named press Search now. 
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Question 32 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Check Date from search options select file created from drop 
down list choose in the last 2 months. 
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Question 33 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
R.click on the file named Photos. Zip  select Extract to …. 

Click Extract  
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Question 34 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Run Removable Media Test choose drive [E:] click 
scan now click move all to VIRUS VAULT. 
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Question 35 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on start menu settings printer D.click on Add Printer. 
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Question 36 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
File > print > print. 
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Question 37 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click to this file choose Cancel. 
Or Document menu > cancel 
Or select this file press delete on keyboard 
 
Note: 
Pause, Resume, Cancel, Restart.
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Question 38 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the application non-responding from task manger click 
End Task. 
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Question 39 
 

 
 
 
 
 
 
 
 
Right click on my computer icon → select properties → choose the 
right answer  
 
 
 
  



ICDL 
Windows Exams (v4) 

Windows Exams   release 1.1           41 of 53    By Talal Hassan           March 2007 

 
 

Question 40 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the start menu > Programs > Accessories > word pad. 
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Question 41 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the local disk (c :) 
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Question 42 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click > send to > desktop (create shortcut). 
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Question 43 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the Accounts from the task bar  
Or 
Click on Accounts Window
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Question 44 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on right pane Arrange icons select by Date. 
 
  



ICDL 
Windows Exams (v4) 

Windows Exams   release 1.1           46 of 53    By Talal Hassan           March 2007 

 
 
 

Question 45 
 
 

 
 
 

 
 
 
 
 
 
 
 
Right click on the Notes.doc > copy > select the desktop from the 
left pane > right click on the right pane > select paste. 
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Question 46 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on the file > restore 
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Question 47 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
Compressing  
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Question 48 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
So it can protect your computer from the latest viruses. 
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Question 49 
 
 
 

 
 
 
 
Carries no risk  
An e-mail attachment from someone you Know 
Clean disk that has been stored with an infected disk 
Unformatted floppy disk. 
Carries risk  
Software downloaded over a network connection. 
Software download from the Internet. 
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Question 50 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on the task bar > open Active Printers. 
Or double click on printer icon on task bar. 
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Question 51 
 
 
 
 

 
 
 
 
 
 
File > Print > Layout tab > Page Order  ° Back to Front 
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Compress & Extract 
 
 

Question 52 
 
 
Use a right-click menu commends to automatically 
compress the account.mdb file as a zip file on the 
desk top? 
 

 
Right click on the Accounts.mdb > Add to zip. 
 
 
 
 

Question 53 
 
Use a right-click menu commends to automatically 
extract the account.mdb file as a zip file on the desk 
top? 
 
 
Right click on the Accounts.mdb > Add to zip. 


