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Question 1

AGM. ppt

Clients, mdb
Licence

star ||| 1A & 3y || ¢ ooz

On the simulated Windows desktop carry out the necessary steps to restart the computer.

Note: Do not use Ctil + Alt + Delete for this question.

Select start > shutdown > select restart > ok

Be carful:
= Shutdown
= Stand By
= Log of user
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Question 2

If the computer application you are working on has "frozen" what is the first
thing you should do?

(' Re-install the non-responding application.

' Press Ctri+Alt+Delete.

) Turn off the PC's power supply.

(O Select Exit from the application's File menu.

Ly

Press Ctrl + Alt + Delete.
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Question 3

Pressing which of the following keys would place a picture of what is

currently displayed on your monitor onto the clipboard?

Frint
C Screen
- S}"SRQ o+
C
O Cirl
C F5
O - Insart

Print screen
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Question 4

My Documents Ak, ppk S = WinZip

Games

#ccounts

Clients. mdb
Recycle Bin Licence

(1300, 001 KB
(1 200, 008 KB
C 260, 088 KB
C1 450, 043 KB

tRaraer ||| A 28 im0 ]

Use the simulated Windows Desktop to find out how much RAM is installed.

Select the appropriate radio button then click on SUEMIT.

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

E3 Control Panel

_|of x|
J File Edit ‘Miew Favorites Tools Help ﬁ
Je&-» - Al@EIEE X v|EH

JAgldress IIE Control Panel j @GU

& Accessibility Options (=] 5cheduled Tasks
1% add/Remove Hardware \EJESDunds and Multimedia
P addiRemove Programs E—E],System

[5] Administrative Tools %Users and Passwords

:’)Internet Cptions

= Kevboard

LB

b Mause

Metwork, and Dial-up Connections
Phione and Modem Options
HPower Cptions

Printers

%Scanners and Carneras

Change the keyboard language to UK English.

Double click Keyboard

Input Locales > select to English UK
Press Set as Defaults >> ok
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uestion 6
EX My Documents ; - |EI|5|
File Edit ‘iew Faworites Tools  Help ﬁ
L N A I =
Address I@ My Documents j
Folders X || Mame ¢ | Size | Twpe | Modified |
7] Desktop [#5] AddressList. mdb Z0KB Microsoft... 22(11/2002
@ My Documents Eclapping.wav G0KE ‘Wave So...  22/11j2002
=43 My Computer M Expenses.«ls 67KE Microsoft,,.  22/11/2002
© -8 31 Floppy (A1) & Holida pics.ppt S00KE Microsaft,,,  22{11/2002
& Local Disk (C1) B invoice. doc 240KE Microsoft,,, 22112002
- Compact Disc (D:) [#Logo.ipg 75KB IPGFile 221112002
-8B Zip 100 (E:) £ Phatos. zip ISOKE ‘WinZipFile  22/112002
: -5 Control Panel
e ‘S Recycle Bin
|? object(s) (Disk free space: 7.09 GB) 5.56 ME |E.'3_Jl Iy Computer i

Access the dialog box that would enable you to format the 3 'z Floppy (A:) drive.

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

Accaunts

Licence

Clients,mdb

Wstart|| | 7 @ 3 ||

- o8 o151

Access the dialog box that would enable you to install new software.

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

& S = =

My Docurments Ak, ppk Scor 5 WinZip

Licence

Clients, mdb

Mstart|| |

- o sz a

Use the Index tab of the Windows Help system to find help on audio files,

Click the Display button when you have finished.

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

aroUe =iy
Fle Edt %ew Insert Farmat Help
Dl 6| S(a s &[|@[o| =
W@ =] [io =] [westem =l Bl ol = =|=] £
g-n-1-.n-2-ul-3-n-l4-u-5.-n-5-.n-?-nl-a-n-.9-|-1q-n-11-.| 21 13+ 1 14+ 1 1Bk 1 16"
|

For Help, press Fi [ w2

Open the file, Introduction.doc, which was recently opened in WordPad.

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

Windows Exams release 1.1

10 of 53

By Talal Hassan March 2007




ICDL
Windows Exams (v4)

Question 10

=10 x|

Eile Edt Wiew Insert Format Help

D[=[H| Sl 4| &|Bl@[o] B
If-\rial j I'ID j W estern j BI[IEI@I = %IEIE_E'

g-u-pu-z- I 3 14 1 51 Beio7 1 Bt 910 1111 A2 1 130 1 14+ 155 1 16
The Solar System

As far as we know, there are nine planets locked in orbit around the Sun. Only one, our own Earth,
supports life. But there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. WWe still don't knowe if life exists on another planet in some other
galasy.

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

Mlercury

I

Mamed for the wing-footed messenger of the Roman gods, Mercury races around its orbit at a
dizzying speed of 30 miles(48 kilometers) per second, making the Mercurial year only B8 Earth
days long. In contrast, one rotation around its axis-or a single day-takes almost 59 Earth days.

Geology

For Help, press F1 MU

Save this file, My First Document.rtf onto the 3 '27 Floppy (A:) drive.

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

File > save as > select my computer
Then select 3% floppy (A:) > click save.
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Question 11

Y

AGM. ppt

Accounts

Clients.mdb
Licence

i start | “ ce

&a ||

f- o 01535

Which of these icons is an application?

Click on Internet explorer icon.
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Question 12

iffystart | H it

€ q | G- o n1sas

Click and drag the My Documents icon into the white frame.

Click and drag my documents to the frame in the right side in the
desktop.
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Question 13

EX My Documents =10/ x|
File Edit “iew Favorites Tools  Help ﬁ
L = I N i e R =
Address I@ My Docurnents j
Falders X || Mame 4 | Size | Tvpe | Modified |

P Deskkop [25) addressList. mdb P0KE Microsoft...  22/11/2002
R}y Doruments Eclapping.wav BOKE ‘WaveSo.,., 2zfi1fz002
=4 My Computer Expenses. xls 67T KE Microsaft... Z22i11jz002
. -2 3% Floppy (A:) [&]Haliday pics. ppt S00KE Microsaft... 22/11/2002

=3 Local Disk (C:) B 1rrvoice. doc 290KB Microsoft...  22{11/2002
&% Compact Disc (D:) [#Logo.ing 7SKB IPG File 22/11/2002
=B zip 100 (E:) El Phatos.zip 1SOKE WinZip File  22/11/2002
i {58 Cantral Panel
°S Recycle Bin
|F" object(s) (Disk free space: 7.09 GB) 5.56 ME |E.'3_Jl My Computer o

In this Explorer window create a shortcut to the PowerPoint file called Holiday pics.ppt.

Select the Holiday pics.ppt file from right pane
Right click to select create shortcut.
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Question 14

=10l x|

File Edit Wiew Insert Format Help

D || S 4] %@/ | B
[aia =] [io =] [westem =l elolul@] [z == =

g-u-pl-z- |+ 3- 141 -5-1 Bt -7-1-8-1-9-1-10- 1111 -12-1 131 -14- 1 -1

The Solar System

As far as we knowe, there are nine planets locked in orbit around the Sun. Only one, our own Earth,
supports life. But there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. We still don't know if life exists on another planet in some other
galaxy.

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

Mercury I
Mamed for the wing-footed messenger of the Roman gods, Mercury races around its orbit at a

dizzying speed of 30 miles(43 kilometers) per second, making the Mercurial year only 83 Earth
days long. In contrast, one rotation around its axis-or a single day-takes almost 59 Earth days.

Geaology -

For Helo, oress F1 ] B

Click on WordPad's Scroll bar.

Click on the scroll in the right side
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Question 15

& My Computer

J File Edit ‘iew Favorites Tools Help

34 Floppy  Local Disk {C:) Compact Disc
(& oy
Zip 100(E:)  Control Panel
|5 object{s) | | Iy Computer

Clients.mdb

EﬂStart”l & 5y |||@|My Computer ¢ 8 sz s

Minimise the My Computer window.

Click in minimize button in my computer.
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Question 16

EN Local Disk (C:) =10 =]
File Edt ‘iew Favorites Tools  Help | i
- LIRS EE X o |E
Address IEI ) j
Folders X || Mame ¢ | Size | Type | Modified |

:_;fj Deskkop | My Documents File Falder Zzil1jz00z
-5 My Documents [ Program Files File Folder  22[11f2002
245 My Camputer L WINDOWS File Folder 22112002
. &8 3% Floppy (4)) [25]Book List mdhb Z0KE Microsoft... 22j11jz002
- P #]Funding. s 67 KE Microsoft... 22{11{2002
- @9-4® Compact Dist (D) & ] Training. ppt 300KB Microsoft... 22112002
=B zp 100 € ] Usercuide. dac Z40KE Microsoft... 22112002
-5 Control Panel
3 Recyde Bin

|? ohject(s) (Disk free space: 7.09 GE) 5.56 MG |@. My Compuker 4

This window shows the contents of the C: drive in the right-hand pane. Click on the correct
location to display the C: drive’s folders in the left-hand pane as well.

Click on the + icon in drive C
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Question 17

EX My Documents

File Edit \iew Favorites Tools Help
== -mQed S X e HE
Address I@ My Documents j
Folders x Mame ¢ | Size | Type | Modified |
] Desktop [25] AddressList.mdb 20KE Microsoft... 22/11/2002
@ My Documents .Eclapping.wav S0KE ‘WaveSo... zZ2f11f2002
488 My Computer M Expenses «s 67KB Microsoft...  22(11/2002
© 2% 3% Floppy (A5 & Holiday pics.ppt S00KE Microsoft...  22/11/2002
1= Local Disk (C:) B rrvoice. doc Z40KE Microsoft..,  22/11/2002
E-48 Compact Disc (D1} [EfLoga.ipg FSKB PG File 22(11/2002
-8 Zip 100 (E:) EDPhatos.zip IS0KE ‘WinZip File  22f11f2002
: -5 Contral Panel
fﬂg Recycle Bin
C Logo.jpg
O Invoice.doc
C Supplies.doc
) Funding.xls
|7 objectis) (Disk free spacs: 7.09 GE) 5.56 MB (=

Which of these files is stored on the 3 'z Floppy (A:) drive?

Select the appropriate radio button then click on SUBMIT.

Select to 3" floppy choose the existing file.
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Question 18

EX 312 Floppy {A:)

File Edit ‘iew Favorites Tools  Help

- - Qe @K X o

Address IE i,

Folders b4 Mame £

Size | Type

1ol
| |
[

|

| modified

m Deskiop @Memo.doc
@ My Documents Nu:utes.u:lu:uc
E@ My Computer @F’Dlicy.duc
EB=" 1% Floppy (A:) ) supplies. doc
ElQ Local Disk {20
{:I My Docurnents
{:I Program Files
- @] winDows
@ Compact Disc (D)
w8 zip 100 (E:)
== Contral Panel

------ Administrative Tools

{E Fonts

""" {8 MNetwork and Dial-up Connections

Printers

----- scheduled Tasks
----- ["3 Recycle Bin

1Z0KE  Microsoft. ..
130KE Microsoft,..
L110KE  Microsoft,,,
Z40KE Microsoft. ..

22i11{2002
22{11{2002
Z2i11/2002
22{11{2002

|4 object(s) 600 KB

|@ My Compuker v

Create a new folder on the 3 'z Floppy (A:) drive and name it Dates.

Press the Enter key when you have finished.

Right click
Select New > Folder > type Dates > Enter.
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Question 19

EN My Documents =10 x|

Eile Edit \Wiew Favorites Tools  Help ﬁ

N - e T e ==

Address I@ My Documents j
Folders = Marme | Sizel Type | Modified |
(25 AddressList.mdb 20KE Microsoft.., 22112002

R Y. Documents .Eclapping.wav B0KE ‘Wave So.., 22/11/2002
=43 My Computer 3 Expenses.xls 67 KB Microsoft.., 22112002
| -2 314 Flappy (A1) ElHaliday pics.ppt 300KE Microsoft,.. 22112002
= Lacal Disk (C:) & 1rvice. doc Z40KE Microsoft,,,  22/11/2002
F-&5 compact Dise (01 [#Loga.ipg 7SKE PG File 220112002
- B zip 100 (E2) EIPhotos. zip IS0KE WinZipFile  22f11f2002
-5 Contral Panel
3 Recycle Bin [%
67 KB
) 20 KB
) 240 KB
1 300 KB
{ |7 object(s) (Disk free space: 7,09 GB) 5.56 ME = m

Open the C: drive folder and indicate which of these file sizes applies to the file Training.ppt.

Select the appropriate radio button then press SUBMIT.

Select the C: drive
From the right pane look at the size for file Training.ppt.
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Question 20

&' My Documents

Which of these files is a spreadsheet file?

Click on the appropriate file to submit your answer,

Double click on the Excel file

_(of x|
J Bile Edit Wiew Favorites Tools Help ﬁ
|« -»-adadE% X alE
J.C\gdress I@ My Documents j o

Iy oy e
B B B |
AddressList,mdb  Clapping.way Expenses.xls Huoliday Invoice,doc Logo.jpg Photos, zip
pics.ppt
|? objectis) 771 KB |E.D_.l Iy Compuker S
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= My Documents

Question 21

o]
J File Edit Miew Favorites Tools  Help
|¢-> QP EE X0 |E
J.C\gldress I@ My Documents ﬂ G0

)

AddressList, mdb

) B m

sl

Wacation, xls

Clapping.wav  Expenses.xls Development  Inwvoice.doc Logo.jpg
Issues,doc
B E] =) B
compressed Farmz.xls dhbl.mdb dbla.mdb Bionkz, xls Book3.xls
file. doc
C I i =] ®) )
Members. xls Bonks, xls 1Z.ppt address.doc Inwaice.doc Mew Bitmap
Image.brmp
|21 object{s) selected 400 KB =

How many Word files are there in this window?

Select the appropriate radio button then click on SUBMIT.

Count the number of the word files in the window

il

Bookd,xls

]

Rules.doc
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Question 22

& 3

My Dacurnents AEM. ppt

Clients.mdb

Licence

start ||| [

&aq ||

From the Desktop, make AGM.ppt read/write.

Right Click on the file AGM.ppt P
Properties > wuncheck read only > ok

f- o8 n1ss g
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Question 23

are important as they tell the
computer which application to use to open a file.

Desktop Icons File Names User Names

Version Numbers]|File Extensions

File Extensions
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Question 24

Disablirtgg any viruses within a file

is called

Disinfecting | Deleting || Disarmingl

| Virus Scanning || File Cleanup |

Disinfecting
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Question 25

N 314 Floppy (A:)

. _(of x|
File Edit ‘“jew Favarites Tools Help ﬁ
I
I

- -mQledEE X o |E
P.eress@.ﬁ.:\,

Folders x Mame £ | Size | Type | Madified
:ﬁj Desktop Memu:u.u:lu:u: 120 KB Microsoft,,, 2271172002
i @ My Documents @Notes.doc 130KE Microsoft.,,, 22f11/2002
EI {-_J, Py Cu:umputer @Pulicy.duc 110 KB Microsoft,,,  22711/2002
t A ) @SUpplies.doc 240 KE  Microsofk,.,  22011/2002
=} = anal Dlsk (C ] [ Tax Briefs File Folder  S/11/2006
CoE- &0 My Documents %
-0 Program Files
- - winDows
@ Compact Disc ()
=B zip 100 (€2
EHE Conkrol Panel
------ . Administrative Tools

----- {:I Fants

""" @ Metwork and Dial-up Connections

----- - Printers
----- - Scheduled Tasks

----- fﬂg Recyile Bin

|5 object(s) 600 KE |E.'3_.]l Iy Compuker v

In the current A: drive, change the name of the folder entitled Tax Briefs to Tasks.

Press the Enter key when you have finished.

Right click Tax Briefs
Select Rename > type Tasks > press Enter.

Windows Exams release 1.1 26 of 53 By Talal Hassan

March 2007




ICDL

Windows Exams (v4)

Question 26

EX My Documents

File Edit %iew Favorites Tools

Help

- -3 AR EE X o|E

Address I@ My Docurnents

L=
& |
=

|

Folders Marme £ | Size | Type | Modified
:_:fj Deskkop ﬁ.ddressList.mdb Z0KE Microsoft,,. 22f11)2002
F-E5 My Documents iClapping. wav BOKE ‘WaveSo.. Z22011)2002
E‘@. My Computer @Expenses.xls 67 KB Microsoft... 220112002
. H2d 3% Floppy (40 HDIidag.-' pics.ppt 300KE Microsoft,.. 22f11/2002
=3 Local Disk (C:) In\-'u:uice.du:uc 240 KB Microsoft...  22f11/2002
- Compact Disc (Dt [#Logo.jpg 7SKE PG File 22{11/2002
ﬂ Zip 100 (E:) @Phntus.zip 1S0KE WinZip Fle  22011/2002
&—I Contral Panel
“;-3 Recycle Bin
%
Type: Wy Audin Size: 30 KB 80 KB b My Computer y

Without deselecting the file Clapping.wav select Logo.jpyg.

Do not select any other files.

Press & Hold Ctrl from keyboard > Select Logo. jpg file.
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Question 27

N 314 Floppy (A:) ;Iglil
File Edt Miew Faworites Tools  Help ﬁ
- -m0|an@|EE X alE
Address E Al j
Folders X || Mame | Size | Tvpe | MMadified |

:ﬁj Deskkop @Memu.duc L1Z0KE Microsoft,,, 22/11[2002
-4 My Documents Nutes.du:u: 130KE Microsaft,,,  22f11/2002
=43 My Computer B Policy. doc 110KE Microsoft...  22/11/2002

SRk 5 Floppy (/1) B Supplies. doc 240KE Micrasoft.,,  22/11/2002
El@ Local Disk {2
: {:I My Documents
{:I Program Files
i {:I Temp
@ Compack Disc (D
&8 zip 100 (€2 %
EI@ Contral Panel
----- Adrinistrative Tools
@ Forks
@ Metwork and Dial-up Connections
Prinkers
“{a] scheduled Tasks
----- [’3 Recycle Bin
|4 object(s) 600 KB |E.D_Jl Iy Compuker v

Mowve the Policy.doc file from the 3 'z Floppy {&:) drive to the Zip 100 {E:} drive.

Right click on the file Policy.doc
Cut > open Zip 100 (E :) drive > paste.
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Question 28

Which of these statements is false?
It's important to backup files to an external storage device so that:

%

{1 you still have files stored in external location if the building with your PC is flooded.

e original files can be restored from backup if someone on the network deletes files
by mistake.

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

(' you can restore your files from backup if you lose your laptop.

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

Which two of these statements could each be used to complete the
following sentence? A computer virus is a program that:

(' can usually be detected by anti-virus software.

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

O disappears once it has displayed a message.

(O can reproduce itself via email attachments.

O canentera computer system if hardware such as a new mouse is added.

O Can usually be detected by anti-virus software.
O Can reproduce itself via email attachments.
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Question 30

En 314 Floppy (A:)

_ ol x|
File Edit %iew Favorites Tools Help ﬁ
i

e =)
P.ddress@.ﬁ.:'l,

Folders X || Mame £ | Size | Tvpe | Modified
m Desktop @Memn.duc 120KB  Microsoft... 22/11/2002
-2 My Documents @Nates.dnc 130KE Microsoft,,, 22/11/2002
=43 My Camputer ®Policy.doc 110KE Microscft...  22/11}2002
-2 3% Floppy (A:) 240KE  Microsoft,..  22011/2002
EQ Local Disk {2
E {:I My Documents
-1 Program Files
{ {:I Temp
@ Compack Disc {D:)
- B zip 100 (€3
-3 Contral Panel
. Administrative Tools
izl Faonks

(8] Mebwork and Dial-up Connections
Printers

:Supplies.doc

|T\,f|:|e: Microsaft Word Document Size; 240 KB Z40 KE |E My Computer v

Delete the file Policy.doc,

Select the file Policy.doc > press delete on standard bar.
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Question 31

AGM. ppt

Licence

Clients. mdb

& 3 |l G o8 o157

Using the Windows Search tool, find a file named Bookings on the C: drive.

#start ||| 71

Press the Search Now button to submit your answer

Select start menu=»search=>»for files or folders=>»type “Booking”
in search for files or folders named=>»press Search now.
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uestion 32
J File Edit Mew Favorites Tools Help |
|« = -mlas 3| EE X =
Search X || Enter vour search criteria bo begin,
(x Mew | @
@ Search for Files and Folders =
Search for filez or folders named:
Containing text:
Loak in:
IEI Local Harddrives [C:) j
Search Mow I Stop Search | %
Search Optionz <<
[T Date |
I Tupe
[ Size
[ Advanced Options
Indexing Service is cumently dizabled. -

Find all files on the C: drive that were created during the previous 2 months.

Click the Search Now button to submit your answer.

Check Date from search options=>select file created from drop
down list=»choose in the last 2 months.
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Question 33

My Documents BiaM. ppk

¢ Compuker

Clients.mdb
Licence

- 8 nusa s

Extract the contents of the selected WinZip file, Family Photos.zip, to the Desktop.

R.click on the file named Photos. Zip = select Extract to ....
= Click Extract

Windows Exams release 1.1 34 of 53 By Talal Hassan

March 2007




ICDL

Windows Exams (v4)

AY¥G Anti-¥irus System - Professional Edition

Program Tests Results  Utilities Help

Question 34

=10 ]

ANV Ay

you are protected

AVG System Status

Control Center

Active and Functional

Resident Shield

Active and Functionsal

E-mail Scanner
.-‘-'[:@\-'e and Functional

Virus Database
Databaze is up-to-date,

NN NN

For Help, press F1

Complete Test

It checks all hard drives on your
camputer. If a virus is found, AYG will
rernove it or will provide you with
step-by-step instructions for its removal.

Run Complete Test

Removable Media Test

It is used to check floppy disks, CDs,
optical disks, external hard drives, or
any media not already installed in your
computer.

A
Run Removable Media Test

e ¢/ ﬁl‘{m

R . F

¥ 21 -
L e —— P i
Help Test Resuts . Scheduler E:xit

Check for viruses on the [E:] drive of this PC and move any that are found to a safe place where

they cannot do any harm.

Click on Run Removable Media Test=»choose drive [E:]=click
scan now=>click move all to VIRUS VAULT.
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Question 35

i

My Documenks M. ppk S s WinZip

Licence

stare|| | 1) & &) || § & ouses

Launch the Add Printer Wizard that would enable you to install a new printer.

Click on start menu=>settings=>» printer=>»D.click on Add Printer.
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Question 36

& My First Document.rtf - WordPad -0 x|
Eile Edit | Wiew Insert Format Help

D|=(E] Sl @ m=|of B
I.-’-'«rial j |1D j I‘-N'estem j Blflﬂl,@l Eglgl E_EI

g-u-pl-z- 3 0 40 B 1Bt 71 Be1.G 90 111 1 42:1 13+ 1 14+ 1 1ER 1 16

The Solar Systern

As far as we know, there are nine planets locked in orbit around the Sun. Only ane, our own Earth,
supports life. But there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. Wve still don't know if life exists on another planet in some other
galaxy.

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

Mercury
Mamed for the wing-footed messenger of the Roman gods, Mercury races around its orbit at a
dizzying speed of 30 miles(43 kilometers) per second, making the Mercurial year only 38 Earth

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

Geology

Far Helo. oress F1 MM

Print one copy of this file.

Mote: This is a simulation - you do not need a printer attached to your computer.

File > print > print.
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Question 37

AGM. PRt

&% Brother MFC9100 - 10| x|
Printer Document  Wiew Help

Document Marme | Status | Qwner Pages Size | Submitted | Pork |
Mokes, bxt - Motepad USErG 1 7.56 KB 21402 PM 22/11)2002

%

1 document(s) in queue

;;5tart|

| & &) |J|@Bruther MFC9100 (G BF ooz

Delete the current printing job from this print queue.

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

[
w5

My Documents

< Bl windows Task Manager
| File Options Yew Windows Help

Applications IProcesses I Perfaormance I

Task | Skatus

oint - [Presentationl]

crosoft Excel - Bookl

Dacumentl - Microsoft Word
@ My Compuber

End Task | Switch To

Running
Running
Mot Responding
Running

Mew Task, .. |

|Pr|:|cesses: 28 CPU Usage: 3%

|Mem Usage: 153600K [ 437085K A

Hstant|| 1] @ T

Shut down the non-responding application.

f #8 1:09 P

Select the application non-responding from task manger=>click

End Task.
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Question 39

My Documents AisM. ppt 5 5 WinZip

Accounts

Clients.mdhb
Licence

' Pentium

) Celeron(R)

O Pentium 11

C AMD Athlon

#hstart| | 10 @& 3y ||

Use the simulated Desktop to find out which type of Processor is installed on this computer.

Select the appropriate radio hutton then click on SUBMIT.

Right click on my computer icon — select properties — choose the
right answer
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Question 40

AiGM. ppt

Licence

&a Bl W 1:11Pm

#histart ||| 7

Open the WordPad application.

Click on the start menu > Programs > Accessories > word pad.
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Question 41

i & My Computer -0 x|

J File Edit Wiew Favorites Tools  Help

H = S

3% Floppy  Local Disk {C:) Compact Disc
g (D)

Games (A

Accounts Zip 100{E:)  Zontral Panel

AGM, ppt

|5 ohjeck(s) | | My Compuker

Clients.mdb
Licence

Click the icon that represents the hard disk (C drive) on this PC.

Click on the local disk (c :)
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Question 42

& My Documents
J File Edit Wiew Favorites Tools  Help

|« -= &85 3| EE X o |E

W)

Expenses, xls Invoice,doc

|2 objecki{s) |@. Iy Compuker

iiﬂal‘tl J o] & 3 |J|ﬁM? Documents

f- # 1aem

Create a shortcut on the desktop for the Expenses file.

Right click > send to > desktop (create shortcut).
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Question 43

=10l x|

'E‘_ My Computer

J File Edit ‘iew Favorites Tools Help

H = 8

314 Floppy  Local Disk (C:) Compact Disc
g

=t (o)
B

Zip 100 (E:)  Control Panel

|5 object(s) | | My Computer

=
A

Clients.mdb
Licence

= Accounts - O] x|

J File Edit Wew Favorites Tools  Help ‘

|« -= -GAaadEE K|

dbl.mdb dbla.mdb

|EI objects) |D bytes | Iy Compuker S

|[@my comput... Bl BB 114 pm

i;ﬂStart”l el ) || f3)Accounts

Make the Accounts window active without minimising the My Computer window.

Hote: Do not use Alt+Tab for this exercise. %

Click on the Accounts from the task bar
Or
Click on Accounts Window
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BN Local Disk {C:)

Question 44

Fle Edit Wiew Favorites

= -0 QR 3L X o |E

Address IEI i

-0l x|
a3
[

|

5 {58 Contral Panel
------ "3 Recycle Bin

Folders Marne | Size | Type ¢ | IMaodified
m Desktop [ My Documents File: Folder 22M11j2002
-4 My Documents [ IProgram Files File Folder  22/11/2002
E| g My Computer [ WINDOWS File Folder  22/11/2002
L Ed aw F|DI3|II‘:-" (A Training.ppt 3J00KE Microsoft.,..  22f11j2002
.. iy LIserGuiu:Ie.u:Iu:u: 240 KB Microsoft.., Z22011j2002
.-@ Cu:umpact Dlsc {D ] @Funding.xls 67 KB Microsoft... Z2z2f11j2002
B B zip 100 (€ Bu:u:nk List.mdb Z0KE Microsoft... Z2z2f11j2002

|? objeck(s) (Disk free space: 7.09 GB)

5.56 ME

|E.'E]l My Cornputer

Arrange the files in the right-hand Explorer window hy the date they were created / last

modified.

Right click on right pane Arrange icons=»select by Date.
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Question 45
- -3 Q0 G EE X S| E
Address [ a:t =l
Folders X || Mame ¢ | Size | Type | MModified |
:ﬂDesktgp Mema.dac 1Z20KE Microsoft... 2zf11f2002
-2 My Documents B notes. doc 130KE Micrasoft,,, 22/11/2002
=45 My Computer W Policy.dor 110KE Microsoft...  22/11/2002
SR 15 Floppry (4] ] supplies. doc 240KB Microsaft.,.,  22{11/2002
E|1El Local Disk ()
: l:l My Docurnents %
m-C] Program Files
=] Temp
@ Compack Disc (D:)
5B zip 100 €
== Cortral Panel
""" Adrinistrative Tools
{E Fonts
@ Mebwork, and Dial-up Connections
Prinkers
“--[8] Scheduled Tasks
----- ‘3 Recycle Bin
|4 objeck{s) |60D KE |E.'3_.]I Iy Compuker i
Duplicate the Hotes.doc file from the Floppy {(A:) drive to the Desktop.

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

[ =0 x|
J File Edit Miew Favorites Tools  Help
|« ->-m@Q 5@ |EE X o |HE
J Address ITS Recycls Bin j 6o
Mame | Criginal Location | Date Deleted | Type / | Size |
@Petty Cash.xls Ci\Documents and Settings\Deskkoplaccounts 2701172002 9:45 ... Microsoft Excel Waor, .. 12 KB
Expenses.xls Ci\Documents and Settings\Deskkoplaccounts 2701172002 9:45 ... Microsoft Excel Waor, .. 12 KB

Restore the file called Petty Cash.xls from the Recycle Bin to its original location.

Right click on the file > restore
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Question 47

Reducing the size of a file so it will take up less storage space on a disk is
known as:

0  Compressing

C Compacting

' Encrypting

(  Condensing

Compressing
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Question 48

Why do you need to regularly update your virus software?

' So it can protect your computer from the latest viruses.

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

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

O So it doesn't waste time looking for out-of-date viruses.

So it can protect your computer from the latest viruses.
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Question 49

Carries MO risk of @ Caries risk of
spreading a spreading a
computer virus. ><: computer virus.

Software downloaded over a
network connection.

Software downloaded
from the Intemet.

Unformatted floppy disk.

An e-mail attachment from
SOmeone you know.

Clean disk that has been
stored with an infected disk.

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

& 3 5b
My Docurments AcM.ppt Scor s

Accounts

WinZip

Clients.mdb

Licence

| § B neoem

A Document has been sent to print to the Brother MFCI100 printer.

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

Right click on the task bar > open Active Printers.
Or double click on printer icon on task bar.
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Question 51

Proofreading. itf - WordPad =10l =l
Eile Edit Wew Insert Format Help

D|={H| Sl3| | &|El@o| B
|.f-‘-.rial j |'|EI ﬂ WWestern ﬂ Blflﬂl@lr%l%li_z‘
o e i 16 e

g...1._..2.._.3....4...5_....;._. ERE AT 1 1201 13+ 1 140 1 1BR 1 16

Why is Proofreading Important?
Froofreading is not necessarily easy; it takes time and practice to develop good proofreading skills.

Mo matter how many times you read through a "finished" paper, you're likely to miss many of your most
frequent errors. The following guide will help you proofread mare effectively:

- Start by taking a break. Allow yourself some time between writing and proofing. Even a five-minute break
is productive because it will help get some distance from what you have written. The goal is to return with
a fresh eye and mind.

- Try to slow down as you read through a document. That will help you catch mistakes that you might
otherwise overlook. Remember to work slowly - if you read at a normal speed, you waon't give your eyes
sufficient time to spot errars:

- Read aloud - this encourages you to read every little word.

- Read with a "cover." -sliding a blank sheet of paper down the page as you read encourages you to make
a detailed, line-by-line scan of what you are reading.

For Help, press FL l__ MM

r

Change the print settings so that the last page prints first.

| Quit | 606 | . | Skip Item |
: . (ITEMINUMEERD ‘TIME REMAINING| \

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.
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