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The Computer Skills Placement Test (CSP) is designed to assess the computer literacy skills that
you need to be successful in your college career. It consists of a total of 60 guestions over six
areas (10 questions per area):

e Basic Concepts

e File Management

e Information and Communication
e Spreadsheets—Excel

e Presentations—PowerPoint

e Word Processing—Word

You will have 70 minutes to complete the CSP. The sample questions below are similar to those
you may see on the CSP. There are a combination of multiple choice and “click on the screen”
guestions. Take a moment to review these questions and familiarize yourself with the Microsoft
Office 2010 software (Excel, PowerPoint and Word).

It is important to be aware that although there may be more than one way to accomplish a task
in the Office products, each question is asking for one specific method. Pay particular attention
to the toolbars and their contents, and read the questions carefully. Answers to these questions
are located at the end of this document.



BASIC CONCEPTS OF INFORMATION TECHNOLOGY

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

Know factors impacting computer performance 0 [ 10 20
Describe the functions of an operating system 00 10 20
Name some operating systems 0 [ 10 20
Name common software applicationsanduses 00 10 20

Understand benefits of backing up data and/or
software to a removable storage device o0 10 20

ldentify major hardware components Oaldes 71 T ]

Familiar with basic computer copyrightlawsand 00O 10 20
security issues



BASIC CONCEPTS OF INFORMATION TECHNOLOGY

QUESTION 1:

Basic Concepts - What does the acronym LAN refer to?

U A screen standard

A computer network

J A programming lanquage
J A type of memory




QUESTION 2:

Basic Concepts - You are allowed to make a copy of a copyright protected
computer program.

U Always

) When making a backup

 For sales purposes

JOnly if the copy is to be distributed free of charge




QUESTION 3:

Basic Concepts - How many kilobytes are equivalent to ong megabyte?

) About 00
Aot 1,000

) About 10,000
Aot 1,000,000




QUESTION 4:

Basic Concepts - What parameter is used to specify data transfer speed?

0 bps
Udpl

U ppm
MHz




File Management

0 = No Knowledge 1 =Limited Knowledge 2 = Knowledgeable

e Change the computer’s desktop configuration o102 0

e Understand how an operating system shows drives,

folders, files in a hierarchical structure 001020
e Create a directory/folder and sub-directory/sub-folder 00102 [
e Know what a virus is and its possible effects 0o0102 [

e Recognize common file types 00102 [



QUESTION 1:

File Management - Look at the image below. Where can you click ONCE
to automatically sort the files from smallest to largest?
Indicate your answer by clicking on the picture.

Organize v Include in library » Share with v Burn New folder =~ O @

. - Name Date modified Type Size
& Favorites :

Bl Desktop 1033 File folder
4 Downloads %, AUTHZAX.DLL Application extens... 68 KB
i, Recent Places %, BCSLaunch.dll Application extens...
|| Custom.propdesc PROPDESC File
7 Libraries %, IEAWSDC.DLL Application extens...
“=| Documents %] MAPISHELL.DLL Application extens... 285 KB =l
@' Music - || Mso Example Setup File A Text Document 1KB
k= Pictures 1 %, MSOHEV.DLL Application extens... 95 KB
B videos %] MSOHEVI.DLL Application extens..
(2] MSOHTMED Application
*& Homegroup %) NAMEEXT.DLL Application extens,.. 153 KB
|%, NPAUTHZ.DLL Application extens... 18 KB
"% Computer %] OLKFSTUB.DLL Application extens... 254 KB ‘
&, TIL06321WOB (C:) \%| ONBttnIE.dll Application extens.., 785 KB
%, ONBttnIELinkedNotes.dll Application extens... 581 KB
€M Network v %] ONFILTER.DLL Application extens... 547 KB -l

20 items



QUESTION 2:

File Management - Where you would find programs such as Notepad and

Calculator?

Indicate your answer by clicking on the picture.

l Windows DVD Maker

=i Windows Fax and Scan

Windows Live Mail
Windows Live Messenger

|| Windows Live Movie Maker
Windows Live Photo Gallery
Windows Media Center
Windows Media Player
Windows Update
£PS Viewer
1-Zip
ACCESS0MES
AMAazon.com
Corel LabelZ0nce
EnlightKS Test Studio 54
Enlightk5 Test Studio Server
FileZilla FTP Client
Games
Google Chrome
Maintenance
Microsoft Office

Karl Rollandson
Documents
Pictures

Music

Garnes

Favorites
Computer

Control Panel
Devices and Printers
Default Programs

Help and Support




QUESTION 3:

File Management - Which icon represents a compressed file?
Indicate your answer by clicking on the picture.

] B

Recycle Bin ~1gdtsh.tmp

Slides.zip New Text Computer
Document.txt




QUESTION 4:

File Management - You want to copy the '‘Documents' and 'Work' folders

to save them on another drive.
Which key should you use in combination with the mouse in order to

select both folders?

r A 5 |
@ % J}|O<Ctrl>
@U" J <« Users » MyFolders » v ’4'7" Search My Folders pel U <Tab>
O <Alt>
Organize ¥ Includeinlibrary v Sharewith »  Bum  New folder 0 <Esc>
Ml Desktop A
& Downloads } ,
1] Recent Places
Documents Photos Work 31 Excel 37 Excel
' 4 Lbries Al e @ '°
|¥] Documents [P ] = )
& Music Client Database2 Item 51 John Questions
i PPT
=] Pictures _ Learning
B videos 3 Processes
# My Videos
1 Public Videos
) Homegroup
M Computer
&, 110632108 (C:)
10 items State: 28 Shared




INFORMATION & COMMUNICATIONS

0 = No Knowledge 1 =Limited Knowledge 2= Knowledgeable

Internet
e Open (and close) a Web browsing application O0102 [0
e Change the Web browser Home Page/Start Page 00102 [
e Refresh a Web page 00102 [
e Display, hide images on a Web page 00102 [
e Bookmark a Web page 00102 [
e Activate a hyperlink/image link 00102 [
e Select a specific search engine 00102 [

e Knows how to prevent unauthorized access to a PC 001020



Emaill

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

e Open one, several mail messages 00102 [
e Flag a mail message. o102 0
e Remove a flag mark from a mail message 00102 [
e Mark a message as read, unread 00102 [
o Create a new message 00102 [
e Copy (Cc), blind copy (Bcc) a message to another address 00102 [
e Use a spell-checking tool to make changes 00102 [
e Attach a file to a message 00102 [0
e Send a message using a distribution list 00102 [
e Sort messages by name or date 001020
e Choose print options for entire message 00102 [
e Choose print selected contents of a message 00102 [

e Choose print number of copies 00102 [



Question 1:

Information and Communication - How can the risk of unauthorized
computer system access be reduced?”

By installing anti-spam software

By using a firewall

By setting up a WAN

By encrypting all data stored in the system




Question 2:

Information and Communication - Files that are included with an email
message are often referred to as:

) Server-side includes
 Atachments

) Cookies
JJavaSeripts




Question 3:

Information and Communication - What is 'Spam”?

) The act of overloading an e-mail server by using denial-of-
service attacks.

 E-mail messages that are infected with viruses.

A large quantity of messages that do not reach the
recipient.

OUnsolicited direct advertising sent to a large number of
recipients.




SPREADSHEETS—EXCEL 2010

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

Save a spreadsheet specifying the file type
Insert rows, columns in a worksheet

Delete rows, columns in a worksheet
Modify column widths, row heights
Duplicate content within worksheets
Duplicate content between worksheets
Duplicate content open spreadsheets

Sort content in ascending/descending order

Generate formulas using cell references & arithmetic operators

Absolute and relative cell references

obi1020

obi1020

obi1020

obdi1020

obi1020

obi1020

ob1020

obdi1020

obi1020

obi1020



SPREADSHEETS—EXCEL 2010

Question 1:

Spreadsheets - What is the name of the thin, white area above the
column letters that starts with the “fx” button and stretches all the way
to the right edge of the screen?

File Home | Insert  Pagelayout  Formulas  Data  Review  View (A 0 =) X‘

¥ == = dee ==M s (Sw : F W golnset X v A—{

J & Calibri 1 ' A -8 j\ %_ _j,i\ﬂ.rapText General - gj IM E‘ﬂ ot~ | - 7 E&
g BT E | Sed EEERE Ehewacee| $0% 0| G e 8, o, et
| Clipboard 1 Font 3 Alignment ¥ Number P Styles Cells Editing ;
| n - & ]

A B C D E F G H | J K L M N 0 P

1 ot
2

3

4 |
5 =
6

7

8

; L]
10
l 11
| 12
| 13 L
[ 1€ (> ¥ Sheet1 /Sheet2 Sheet3 /%1 [4] u | M
| Ready | |‘@3@@ 100% (=) {J (+) A

O Ribbon
O Formula bar

() Mini toolbar
O Fix-it bar’




Question 2:

Spreadsheets - Look at the selected data in the picture below. Which type
of chart would be best to use if you want to visually represent the
contribution of each item as part of a total?

File Home | Insert | Pagelayout  Formulas  Data  Review  View A o =G X
E T u El@ P shapes~ ey v Line v ) Area v Pline j Q E‘ 2 4 Wordart ¥ TU Equation ~
e | (Ol BE = ‘ = " y
} ’ B E?J\Smartm i @B Pie v ES(aner' EColumn s = |2 Signature Line * £} Symbol
PivotTable Table | Picture Clip ... Column a . Slicer | Hyperlink | Text Header )
v Art (o3t Screenshot ¥ v gpbar~ l.)Othferhar‘tsv ! Win/Loss Box & Footer "9d Object
Tables HHustrations Charts »| Sparklines Filter Links Text Symbols
B18 v fe| ¥
_ A B c D E F 6 | H | ) kK| i Mo
17
18 Costin %
| 19 | Planned Purchases Price| Vendor peralbum Priority Date of Purchase
20 Best of Rock '88 $5.25 Sony 14.42% 1 7/14/2012
ZL Summerhits '98 $7.10 AMI 19.51% 2 7/16/2012
| 22 |Dynamite Classics V| $6.25 Virgin 17.17% 4 7/18/2012
23 |Jazz Classics IV $3.05 Virgin 8.38% 4 7/20/2012
| 24 |Dance Mania 2003 $10.50 Sony 28.85% 3 7/22/2012
25 (Cream: Live '72 $4.25 Virgin 11.68% 1 7/24/2012
26 Total Cost: $36.40
27 Average Cost: $6.07
28
Il 29
[ 4 > V| Sheet1 /Sheet2 Sheef3 /¥J 4] i \
Ready | Average: 6066666667 Count:7  Sum:36.4 |\E§| 100% l.f} {} :
e — — — ————————————————  —~
O Column
O Line
OPie

O Area




Question 3:

Spreadsheets - Where in Excel would you find the Fill Handle, which is
used to fill in various types of series in the worksheet?

Indicate your answer by clicking on the picture.

@\ (= I 33 Bxcel - Microsoft Bxcel =8 % N
Home | Inset  Pagelayout  Formulas  Data  Review  View I 0 o@ X%
o R Jn g s =@y = B g} Tonallen &
B -4 Calbri oA A ~=8 9?— _J Wrap Text General 3:] _l;d S | 7
g | BAUE XA EEARE Burcr | $0% 0 [H8 S0 | - et B
Clipboard Font F Alignment Number Styles Cells Editing
B3 v fe | Mixed 1 v
' A | B | C [ E | F G H J K LT
1 [Techno Blues Jazz Metal Mixed Classical B
2 4
3 |X-rays BBKing Charlie Parker  AC/DC Mixed 1 Brahms
4 SinatraX Lee Hooker  Cincotti Black Sabbath Mozart
5 Rad'0 EttaJames Louie Armstrong Rainbow Chopin
6 |LeSin DanDeer  KenBurns Metallica Greig =
7 InHouse JoeStar  Stan Getz Kronus Handel
8 |Future BillDee  SteveTurre Scorpions Bach
9 Full Speed JimByrne  Chick Corea Hammerfall Strauss
10 Dee-Jay Ronnie Earl  Alice Babs Door's Down Vivaldi
11 DeBizz JimSmythe Putte Wickman  Accept Verdi L
12|
13
1
15 v
W ¥ M| Sheet1 /Sheet2 /Sheet3 /¥3 / 4] i | ]




Question 4:

Spreadsheets - Which button, when clicked, will immediately calculate
the total cost and place that result in cell B26?
Indicate your answer by clicking on the picture.

Home | Inset  Pagelayout  Formulas  Data  Review  View A 0 SN X \
=l Calibri oA Bl Siwepret General v ﬂ ?) i B | R f‘—( lﬁ
Pafe el BIU-|i~ WA EE 5 = e 5 0 0 Condi;;nal F;ﬁt Zd Poueew | W° sfn& Find &
v f 7] T | WA | S | D Mege @ Conte = =% 1 | % Formatting v as Table v Styles » EJFormatv 2" Fiter~ Selectv
Clipboard 7 Font i Alignment 3 Number ' Styles Cells Editing
B26 v k| vl
v A | B c D E : G 4 | ) K L M n &
15 !
16| Future Investments
17
13
19 Planned Purchases Price Vendor Priority
20 Best of Rock '88 $5.25 Sony 1
21 Summerhits '98 $§7.10 AMI 2 L
22 Dynamite Classics V $6.25 Virgin 4
23 Jazz Classics IV $3.05 Virgin 4
24 Dance Mania 2003 $10.50 Sony 3
25 Cream: Live '72 $4.25 Virgin 1 =
ETotaICost: | !
27|
28 —
v
1 0| Sheet1 /Sheet2 . Sheet3 ¥ ' T I | ]




Question 5:

Spreadsheets - Which button, when clicked, will immediately merge cells
A16:B16 and center the selected text inside the merged cell?
Indicate your answer by clicking on the picture.

BE

\zl? H9-0-|5 Bookl - Microsoft Excel
Home | Inset  Pagelayout  Formulas  Data  Review  View A Q o P R

) Calibii du AN = E!'E[ » |S General v fgﬂConditionalFormatﬁng' gansert ¥ ;' A—lr ﬁ

= Ry - e  $ 7% o [ rormatasTable v 2% Delete v E]' // :
Mg |BIUE L& EEIERE g | Besye om0 Fpat e
Clipboard I3 Font : Alignment Number & Styles Cells Editing

A16 v (® fe | Future Investments v

A [—p— D E F G 4 | ) K L M

15
16 |Future Investments |
17|
18|
19 Planned Purchases Price Vendor Priority
20 Best of Rock '88 $5.25  Sony 1
21 Summerhits '93 §7.10  AMI 2 b
22 Dynamite Classics V $6.25 Virgin 3
23 Jazz Classics IV $3.05  Virgin 4
24 Dance Mania 2003 $10.50  Sony 5
25 Cream: Live'72 $4.25  Virgin 6 =
26 |
27
3
2 v

4] i | ]

M 4 » M| Sheet1 /Sheet? /Sheet3 /¥d




PRESENTATIONS—POWERPOINT 2010

0 = No Knowledge 1 = Limited Knowledge 2= Knowledgeable

e Create slides ol 10 20
e Know the various slide layouts @ NI B o (N e s
e Add text and images to slides SR T B R
e Incorporate animation effects to slides o0 10 20
e Insert duplicate slides Ol 5000, 1555 52 T

e Print slides and handouts o 10 2 [



QUESTION 1:

Presentations - Which PowerPoint feature will allow you to make only the
selected word to fly in from the left?
Indicate your answer by clicking on the picture.

_ . . S
Rl H 905 Item 53 Stream 2 - Microsoft PowerPoint = 2
Home Insert Design Transitions Animations Slide Show Review View A 9
. & ] o= B % AT | W = .= . @ESE A= ik @ D 1 A 44 Find
B3~ I : ; = . “= 7 2. Replace ~
Paste New ) B 7 U S abe AV- A; A et W Shapes Arrange Quick
J | slider T~ i Al - * Styles~ = i§ Select ~
Clipboard 1= Slides Font Paragraph Drawing Editing
il l = X . -
g
4 | mesiaix

S

“m 4| il

Bl s o g4+l | O e R e R e
F—e H_ !

DI NET CTEN SN ST EIIE SIS DD SO M D MENSS T SN ST MDD SN SIS SRygn MR MOl EPe INIn OO DS ST M SO S S SIDUn HINOe SO eoeow smes 1

L : = ==y
O Transitions
O Animations
O Themes

O SmartArt




QUESTION 2:

Presentations - Where should you click to add special graphical object
such as a process, cycle, or heirarchy to the current slide?
Indicate your answer by clicking on the picture.

Tables

Mustrations

Links

Text

Symbols

lma '

ORGANISATION

| H9-0|s - P— Itern53PPTLeanung Processes - Microsoft PowerPoint M
File Home ‘ Insert ‘ Design Transitions Animations Slide Show Review View (A) 0
|EE « B PR Q@IUED4E TQ S
H + B 2 AS] =
. HE o L | #] Slide Number
Table | Picture Clip Screenshot Photo ‘ Shapes SmartArt Chart  Hyperink Action Text Header WordArt A Equation Symbol | Video Audio
" v Art \a Album~ | =~ Box & Footer b "4 Object v e v

Media

|

-

Click to add notes




QUESTION 3:

Presentations - Which button should you click in order to start the slide

show for your audience?
Indicate your answer by clicking on the picture.

Blld9-0- Item 57 PPT Leaming Processes - Microsoft PowerPoin [=TE %]
i File i Home I Insert Design Transitions Animations Slide Show Review View A 0
db * :n‘:- @uyout' “ia4 = A v | R - S == A= Uﬁ =% l_' "\h < HFind
{ - 4 A A £ >er i = IE = S j 5oy
i | S e B | | tiReplace -
Paste New AV, - L =E = == == Shapes Arrange Quick
SR - ¢ Slide + ‘%Seﬁion' B Z U 8§ ae i Aa A === ) i3 S g S?Y'CS' < | lg select~
|
Clipboard 15| Shides \ Font o Paragraph Editing

Drawing




QUESTION 4:

Presentations - Suppose you wanted to add a logo at the bottom left of
each slide and change all the bullets in the presentation from circles to
squares. Which PowerPoint feature will allow you to make these changes
to all the slides in your presentation simultaneously?

| N
|+ Presentationl - Microsoft PowerPoint = (= XS ,‘
Insert Design Transitions Animations Slide Show Review View [A] e
& l— &= Layout ~ s A A | By i=.as. E=maE A 1l u_ﬂp (=l ) &4 Find
EERS 5 Reset ' ' TV | W T & 7| %acReplace ¥
Paste New ’ B 7 U S abe AV~ Az A = =E = = | == Shapes Arrange Quich
F | Slide~ T Section~ = e= R el 2 2 S e & ls Select~
Clipboard I Slides Font Paragraph Drawing Editing
! = x -~
a~
1 [l |
PROFITABILITY
PROFITAMILITY
Why
= Who =
2 PROFTABLITY When B
™
= ) How

3
o S S i

4
Click to add notes =

O Custon Animation
O Slide Layout

O Custom Slide Show
O Slide Master




WORDPROCESSING WORD 2010

0 = No Knowledge 1 = Limited Knowledge 2= Knowledgeable

e Open a document 8l Rl ) B (o N T
e Save a document o 10 20
e Correct spelling 0 [ L3 S22+
e Set margins 00d 10 20
e Print a document 0 [ AR (G I L 2
e Format text o 10 20
e Insert graphics o 10 201

e Move, copy and paste text © 0 GO G I8 RS 2%



QUESTION 1:

Word Processing - Which of the following keys creates a new paragraph?

O<F12>
O <Insert>
() <Enter>
0 <Tab>




QUESTION 2:

Word Processing - Which button can be dragged to control the first-line
indent of a paragraph?
Indicate your answer by clicking on the picture.

d
W d9-0- The Internet question - Microsoft Word =
Home Insert Page Layout References Mailings Review View
B X = x =l L B =L i= =, zEGE A ' 34 Find ~
By . Calibri(Body) =11~ A" A" | Aav | %) == EE U T | aasboede] AsBbceDe AaBbC : A g
3 S a
Paste v 2| v, VIEEEE M=y & o v i i Change
ste g| B 2 U -shex x| % . A [f|= EE (=D TNormal |7NoSpaci.. Headingl | Stylesgv N Select
Clipboard & Font [ Paragraph Styles Editing
@ | ESEEEENSENNNEAYSEENERRNERENEREKINANNESEEEENERREEEEF
7 -~
i Basics
;i [The Internetis a global system of interconnected computer networks that use the standard Internet
protocol suite (often called TCP/IP, although not all applications use TCP) to serve billions of users
il worldwide. Itis a network of networks that consists of millions of private, public, academic, business,
and government networks, of local to global scope, thatare linked by a broad array of electronic,
n wireless and optical networking technologies. The Internet carries an extensive range of information
resources and services, such as the inter-linked hypertext documents of the World Wide Web (WWW)
i and the infrastructure to support email. v
2
World Wide Web ‘:
Page:10f1 | Words:121 | <5 | [Eesz=s 10mE0—0—



QUESTION 3:

Word Processing - Which button allows you to change the line spacing?
Indicate your answer by clicking on the picture.

( [
@} H9~-¢|5 The Internet question - Microsoft Word o | B
Home Insert Page Layout References Mailings Review View s
E=m X R T e— T — 34 Find ~
QL i = A ™ v | B B e R, Yy =35 A
__j S CalioiBody) ~ 11~ A" A" [Aav (% S 3E-5E (FE LT | pagpcenc| AaBbcne AaBbC: _ % 2 Replace
E “ac
Paste . B 7 U-~-abe X, X A~ A-|E===1= VL TNormal |7 NoSpaci.. Headingl |~ Change
v j Scat . A T v = P g X Sty'esv L\t Select ~
Clipboard I Font . Paragraph M Styles I Editing
E} i"""'Z' [ R I 1 g (s [ o e e | 3 | v 4 | 5 | .5...(l\...7...|
iR 1= 0 1 v 0 0 i 0 v 0 0 0 [
FTP is an abbreviation for File Transfer Protocol, and is the method used to transferfiles
between computers on the internet. Itis possible to perform FTP transfers on the World Wide Web
withoutthe need for special software. In this case, the Web Browser will suffice.
0
i~
Page;1ofl | Words:168 | <3 | (ElBa == 100% (<) ) (+
S




QUESTION 4:

Word Processing - Which button should you click to right-align the
contents of the selected column?
Indicate your answer by clicking on the picture.

crosoft Wor

Home | Insert  Pagelayout  References  Mailings  Review  View Design  Layout

34 Find ~
AaBbCcDc AaBbCi AaBbCc | ‘%

_;J& CalibriBodyl vfi1 | A X | Aav | B | IS =N | EE | B T | bassncn
.| 2 25 Replace

Paste 2 2 nLdp. AL E=E== t=. ' i ; ; — Change
5 ¥ B I U ~abe x, X | [ L ‘_' = == IS L T Normal ‘ﬁNo Spaci.. Headingl Heading2 _ Styles~ | b Select~
Clipboard % Font (5 Paragraph " Styles " Editing
SRR RO | RO SRS - 3 SRR SO 3 (RSO SORORBONN S ORI SO RSN MO
T 0 0 0

How many people have access to the Internet (2012)?

Region Million
Asia/Pacific 187
Africa 7
Europe 191
Canada & USA 183
Latin America 34
Middle East 5




QUESTION 5:

Word Processing - Which Word feature can instantly substitute every
occurrence of the word "e-mail” in your document with “electronic mail™?
Indicate your answer by clicking the appropriate button in the picture.

Home Insert Page La].'rnu-t References Mailings

= X = s ’ o ] &4 Find ~

Bs| o |[CiEiBodl C|A TA A e ‘AaBchDt AaBbCeDe AaBbCi AaBbCe % b g
Nl | T Wag

aste (Bl7|U - e x, x° ! 2 TNormal |7MoSpaci.. Headingl Heading2 |_ Change

z \f ] u = 2 pi P g g | Styles~ | g Select

Clipboard Font 1 ar; Styles ‘ Editing

Hypertext

;. Hypertextis text that links to otherinformation. By clicking on a link in a hypertext document, a
: user can quickly jump to different content. Though hypertextis usually associated with Web pages, the
technology has been around since the 1960s. Software programs that include dictionaries and
encyclopedias have long used hypertextin their definitions so that readers can quickly find out more
about specific words or topics. Apple Computer's HyperCard program also used hypertext, which
allowed users to create multi-linked databases. Today, the Web is where hypertextreigns, where nearly

™

every page includes links to other pages and both textand images can be used as links to more content.
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BASIC CONCEPTS OF INFORMATION TECHNOLOGY

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

Know factors impacting computer performance 0 [ 10 20
Describe the functions of an operating system 00 10 20
Name some operating systems 0 [ 10 20
Name common software applicationsanduses 00 10 20

Understand benefits of backing up data and/or

software to a removable storage device 2 Sl et 2]

|dentify major hardware components C 5 |9 G I FORS 7



BASIC CONCEPTS OF INFORMATION TECHNOLOGY

QUESTION 1:

Basic Concepts - What does the acronym LAN refer to?

A screen standard

0 4 computer netviork

_ A programming lanquage
U Atype of memory




QUESTION 2:

Basic Concepts - You are allowed to make a copy of a copyright protected
computer program:

J Always

# When making a backup

 For sales purposes

_Only if the copy is to be distributed free of charge




QUESTION 3:

Basic Concepts - How many Kilobytes are equivalent to ong megabyte?




QUESTION 4:

Basic Concepts - What parameter is used to specify data transfer speed?

Ubps
U api

U ppm
ik




File Management

0 = No Knowledge 1 =Limited Knowledge 2 = Knowledgeable

e Change the computer’s desktop configuration o102 0

e Understand how an operating system shows drives,

folders, files in a hierarchical structure 001020
e Create a directory/folder and sub-directory/sub-folder 00102 [
e Know what a virus is and its possible effects 0o0102 [

e Recognize common file types 00102 [



QUESTION 1:

File Management - Look at the image below. Where can you click ONCE
to automatically sort the files from smallest to largest?
Indicate your answer by clicking on the picture.

Organize v Include in library v Share with » Burn New folder (2]
¥ Favorites *  Name i Date modified Type 2
Bl Desktop 1033 6/5/2012 9:50 PM File folder
& Downloads %, AUTHZAX.DLL ) Application extens...
/=) Recent Places %] BCSLaunch.dll Application extens,.. ;
|| Custom.propdesc PROPDESC File
7 Libraries %, IEAWSDC.DLL Application extens...
| Documents %] MAPISHELL.DLL Application extens.., 285 KB =l
&' Music 2 . Mso Example Setup File A Text Document 1KB
k= Pictures 1 %] MSOHEV.DLL Application extens... 95 KB
E Videos |%, MSOHEVIL.DLL Application extens..
(2] MSOHTMED Application
*& Homegroup %) NAMEEXT.DLL Application extens... 153 KB
|% NPAUTHZ.DLL Application exten 18 KB
"M Computer |%| OLKFSTUB.DLL Application extens... 254 KB ‘
&, TI106321W0B (C:) %] ONBttnIE.dll Application extens... 785 KB
%, ONBttnIELinkedNotes.dll Application extens... 581 KB
€M Network - \%| ONFILTER.DLL Application extens... 1,547 KB ~|

20 items




QUESTION 2:

File Management - Where you would find programs such as Notepad and

Calculator?

Indicate your answer by clicking on the picture.

| Windows DVD Maker
v2d Windows Fax and Scan

Windows Live Mail
Windows Live Messenger

| Windows Live Movie Maker
Windows Live Photo Gallery
Windows Media Center
Windows Media Player
Windows Update
KPS Viewer
1-Zip

AMAZOM.COm

Corel LabelZ0nce
EnlightKS Test Studio 54
Enlightk5 Test Studio Server
FileZilla FTP Client

Games

Google Chrome
Maintenance

Microsoft Office

Karl Rollandson
Documents
Pictures

Music

Garnes

Favorites

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

U Shutdown | F |

EXollc A 3l




QUESTION 3:

File Management - Which icon represents a compressed file?
Indicate your answer by clicking on the picture.

] B

Recycle Bin ~1gdtsh.tmp

Slides.zip New Text Computer
Document.txt




QUESTION 4:

File Management - You want to copy the 'Documents’ and 'Work' folders
to save them on another drive.
Which key should you use in combination with the mouse in order to

select both folders?

-

=]

@Uv' I« Users » MyFolders »

, |
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Questions

O<ctr>
O <Tab>
O <Alt>

O <Esc>




INFORMATION & COMMUNICATIONS

0 = No Knowledge 1 =Limited Knowledge 2= Knowledgeable

Internet
e Open (and close) a Web browsing application O0102 [0
e Change the Web browser Home Page/Start Page 00102 [
e Refresh a Web page 00102 [
e Display, hide images on a Web page 00102 [
e Bookmark a Web page 00102 [
e Activate a hyperlink/image link 00102 [

e Select a specific search engine 00102 [



Emaill

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

e Open one, several mail messages 00102 [
e Flag a mail message. o102 0
e Remove a flag mark from a mail message 00102 [
e Mark a message as read, unread 00102 [
o Create a new message 00102 [
e Copy (Cc), blind copy (Bcc) a message to another address 00102 [
e Use a spell-checking tool to make changes 00102 [
e Attach a file to a message 00102 [0
e Send a message using a distribution list 00102 [
e Sort messages by name or date 001020
e Choose print out options: entire message 00102 [
e Choose print out selected contents of a message 00102 [

e Choose print number of copies 00102 [



Question 1:

Information and Communication - How can the risk of unauthorized
computer system access be reduced?”

By installing anti-spam software

08 using a firewal

By setting up a WAN

By encrypting all data stored in the system




Question 2:

Information and Communication - Files that are included with an email
message are often referred to as:

. Server-side includes
B itachments
) Cookies
) JavaSeripts




Question 3:

Information and Communication - What is ‘Spam”?

The act of overloading an e-mail server by using denial-of-
service attacks,

 E-mail messages that are infected with viruses.

A large quantity of messages that do not reach the
recipient,

@ Unsolicited direct advertising sent to a large number of
recipients,




SPREADSHEETS—EXCEL 2010

0 = No Knowledge 1 =Limited Knowledge 2 =Knowledgeable

Save a spreadsheet specifying the file type o102
Insert rows, columns in a worksheet ofji1020
Delete rows, columns in a worksheet o102 0
Modify column widths, row heights o102
Duplicate content within worksheets oi1020
Duplicate content between worksheets o102 [
Duplicate content open spreadsheets o102
Sort content in ascending/descending order oi1020
Generate formulas using cell references & arithmetic operators odi1020

Absolute and relative cell references o102



SPREADSHEETS—EXCEL 2010

Question 1:

Spreadsheets - What is the name of the thin, white area above the
column letters that starts with the “fx" button and stretches all the way
to the right edge of the screen?

Home Insert Page Layout Formulas Data Review View

J & Calibri vji AT ; ;’V\.’rame General 3 = » [;;Al ifﬂ[nsert' 2' %7 ﬁ
o v I . =35 LM 3 v v «0 .00 | (Conditional Format  Cell .5‘.‘Delete' ‘E' Sort & Find &
Pafte 7 B L W) H-| 2 R Qi Meroe A Center =) § » % 0 | W3 Formatting  as Table v Styles v :_S_l]Formatv 2 Filter~ Select~
Clipboard 1 Font 3 Alignment ' Number M Styles Cells Editing
8 ]

1

2

3

4

5

6

7

8

9

10

11

12

13

4 4 » M| Sheetl /Sheet? Sheet3 /¥J [ l
| Reagy | [EE@m 100% ()

O Ribbon
.Formula bar

() Mini toolbar
O Fix-it bar’




Question 2:

Spreadsheets - Look at the selected data in the picture below. Which type
of chart would be best to use if you want to visually represent the
contribution of each item as part of a total?

File Home Insert Page Layout Formulas Data Review View A} 0 =5 X

o Qly Line v hArea v Wline Q A= (B A wordat~ TU Equation

El@ P shapes~
‘ﬁ' HE @

iz SmartArt -« Scatter v EColumn oD - ﬁSignature Line » | £ Symbol
PivotTable Table @ Picture Clip ... Col Slicer | Hyperlink | Text Header
v At [es+ Screenshot ~ =TT l,)OtherChansv "' Win/Loss Box & Footer "$d Object
Tables Ilustrations Charts | Sparklines Filter Links Text Symbols
B1S v( fo ¥
| A l B | ¢ D E F G H [ ) K L M7
7
18 Costin %
| 19 |Planned Purchases Price| Vendor peralbum Priority Date of Purchase
| 20 Best of Rock ‘38 $5.25 Sony 14.42% 1 7/14/2012
21 Summerhits '98 $7.10 AMI 19.51% 2 7/16/2012
| 22 |Dynamite Classics V| $6.25 Virgin 17.17% 4 7/18/2012
23 |Jazz Classics IV $3.05 Virgin 8.38% 4 7/20/2012
| 24 |Dance Mania 2003 $10.50 Sony 28.85% 3 7/22/2012
25 |Cream: Live '72 $4.25 Virgin 11.68% 1 7/24/2012
26 Total Cost: $36.40
27 Average Cost: $6.07
28
29 =
W 4) M| Sheetl /Sheet? /‘Sheet3 /¥ ' 4] i | ]
Ready | Average: 6066666667 Count:7  Sum:36.4 |F§él@] 100% E-'r {} iiﬁ .
= >

O Column
OLine




Question 3:

Spreadsheets

- Where in Excel would you find the Fill Handle, which is

used to fill in various types of series in the worksheet?
Indicate your answer by clicking on the picture.

(@@ 32 el - Microsoft Bxcel BEES
Home | Inset  Pagelayout  Formulas  Data  Review  View c@od R
3 * Calibri il AN Ei‘;‘ M| 5iWrap Text General v ﬂ] %‘!j l:y d‘flnsertv ;. %? \ﬁ
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Pajte ¥ BIU 9 _A. EEE EE @MergedCenterv| § 7% o+ | %8 Foraiingvas Table v Sipes ?S'jFormat' Q7 Fitter» Select~
Clipboard 3 Font u Alignment Number P Styles Cells Editing
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7 InHouse JoeStar  StanGetz Kronus Handel
| 8 |Future BillDee  SteveTurre Scorpions Bach
9 Full Speed JimByrne  Chick Corea Hammerfall Strauss
10 Dee-Jay Ronnie Earl  Alice Babs Door's Down Vivaldi
11 DeBizz JimSmythe Putte Wickman  Accept Verdi L
12
13
1
15 v
W ¥ H| Sheet1 /Sheet2 /Sheet3 /¥3 / 4] I | ]




Question 4:

Spreadsheets - Which button, when clicked, will immediately calculate
the total cost and place that result in cell B26?
Indicate your answer by clicking on the picture.

R il - = e
File Home | Insert  Pagelayout ~ Formulas  Data  Review — View » Q =R
3 * Calibri n AN E= ; = Wrap Text General v E_Ii ‘_r‘ .-;d‘ iﬁmsm ; @ﬁ L}}

.l ——— ,. ... , . Monds | [ 2 002
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Clipboard Font Alignment Number Styles Cells Editing
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16 Future Investments

17

13

19 |Planned Purchases Price Vendor Priority

20 |Best of Rock '88 $5.25 Sony 1

| 21 Summerhits '98 $§7.10 AMI 2 |5

| 22 Dynamite Classics V $6.25 Virgin 4

| 23 Jazz Classics IV $3.05 Virgin 4

| 24 Dance Mania 2003 $10.50 Sony 3

725 Cream: Live '72 84,25 Virgin 1 =

ﬂﬁotal Cost: | !

E |

| 28 L

E= Y
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Question 5:

Spreadsheets - Which button, when clicked, will immediately merge cells
A16:B16 and center the selected text inside the merged cell?
Indicate your answer by clicking on the picture.

rl_zlli 9 0|5 Bookl - Microsoft Excel ‘ﬂw
Home | Inset  Pagelayout  Formulas  Data  Review  View IA) 9 o e R
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22 Dynamite Classics V $6.25 Virgin 3

23 Jazz Classics IV $3.05  Virgin 4

24 Dance Mania 2003 $10.50  Sony 5

25 Cream: Live '72 $4.25 Virgin 6 £
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PRESENTATIONS—POWERPOINT 2010

0 = No Knowledge 1 = Limited Knowledge 2= Knowledgeable

e Create slides ol 10 20
e Know the various slide layouts @ NI B o (N e s
e Add text and images to slides SR T B R
e Incorporate animation effects to slides o0 10 20
e Insert duplicate slides Ol 5000, 1555 52 T

e Print slides and handouts o 10 2 [



QUESTION 1:

Presentations - Which PowerPoint feature will allow you to make only the
selected word to fly in from the left?
Indicate your answer by clicking on the picture.

| N
g I, W Item 53 Stream 2 - Microsoft PowerPoint = |8 D3 J
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QUESTION 2:

Presentations - Where should you click to add special graphical object
such as a process, cycle, or heirarchy to the current slide?
Indicate your answer by clicking on the picture.
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QUESTION 3:

Presentations - Which button should you click in order to start the slide

show for your audience?
Indicate your answer by clicking on the picture.

Blld9-0- Item 57 PPT Leaming Processes - Microsoft PowerPoin [=TE %]
i File i Home I Insert Design Transitions Animations Slide Show Review View A 0
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QUESTION 4:

Presentations - Suppose you wanted to add a logo at the bottom left of
each slide and change all the bullets in the presentation from circles to
squares. Which PowerPoint feature will allow you to make these changes
to all the slides in your presentation simultaneously?

" Z 3 2 [ I
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WORDPROCESSING WORD 2010

0 = No Knowledge 1 = Limited Knowledge 2= Knowledgeable

e Open a document 8l Rl ) B (o N T
e Save a document o 10 20
e Correct spelling 0 [ L3 S22+
e Set margins 00d 10 20
e Print a document 0 [ AR (G I L 2
e Format text o 10 20
e Insert graphics o 10 201

e Move, copy and paste text © 0 GO G I8 RS 2%



QUESTION 1:

Word Processing - Which of the following keys creates a new paragraph?

O <F12>
O <Insert>
=) § <Enter>

() <Tab>




QUESTION 2:

Word Processing - Which button can be dragged to control the first-line
indent of a paragraph?
Indicate your answer by clicking on the picture.

"
@I H9-0|s The Internet question - Microsoft Word =
Home Insert Page Layout References Mailings Review View
B # == Tl s e | | b i |1 | 4 Find -
B Caliori Gocyil 11~ A A" [ Aam | 205 EE LT | aapncene | AaBbcee AaBbC: | % 23 Replace
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The Internet

111}

Basics

[The Internetis a global system of interconnected computer networks that use the standard Internet
protocol suite (often called TCP/IP, although not all applications use TCP) to serve billions of users
worldwide. Itis a network of networks that consists of millions of private, public, academic, business,
f and government networks, of local to global scope, thatare linked by a broad array of electronic,

~ wireless and optical networking technologies. The Internet carries an extensive range of information

' resources and services, such as the inter-linked hypertext documents of the World Wide Web (WWW)
and the infrastructure to support email.

“« O » 4

World Wide Web

Page:1ofi | Words:121 | <5 | BT
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QUESTION 3:

Word Processing - Which button allows you to change the line spacing?
Indicate your answer by clicking on the picture.

™ R R

TheIntern estion - Microsoft Word = B [
Home Insert Page Layout References Mailings ew View C
s J .
R ¢ G T v A T A B == i = s A &4 Find -
_J 3 el N | B QN ST el 2l | W AaBbCcDc | AaBbCcDc AaBb(Ci Z % 2.c Replace
ER oo “ac
Paste B 7 U-~-abex, x| A\~®~ gl Sy~ L TNormal |7 No Spaci.. Headingl |_ Change
< J = A ‘_7. 77777 P g | Styles~ | W Select ~
Clipboard Ix Font ,. Paragraph ¥ Styles = Editing
E] S RS 2 ' I I G e e e | 3 1 v 4 | 5 | V6 o v AR =
i I | 0 i 0 O 0 i 0 0 0 0 O i
FTP is an abbreviation for File Transfer Protocol, and is the method used to transferfiles
: between computers on the internet. Itis possible to perform FTP transfers on the World Wide Web
) withoutthe need for special software. In this case, the Web Browser will suffice.
0
Page:1of1 | Words:168 | 5 | |([ElB® == 100% (=) ()




QUESTION 4:

Word Processing - Which button should you click to right-align the
contents of the selected column?
Indicate your answer by clicking on the picture.
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How many people have access to the Internet (2012)?

Region Million
Asia/Pacific 187
Africa 7
Europe 191
Canada & USA 183
Latin America 34
Middle East 5




.QUESTION 5:

Word Processing - Which Word feature can instantly substitute every
occurrence of the word “e-mail” in your document with “electronic mail”?
Indicate your answer by clicking the appropriate button in the picture.

Home Insert Page Lay}ouf References Mailings
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Hypertext

5 Hypertextistextthat links to otherinformation. By clicking on a link in a hypertextdocument, a
; user can quickly jumpto different content. Though hypertext is usually associated with Web pages, the
technology has been around since the 1960s. Software programs that include dictionaries and
encyclopedias have longused hypertextin their definitions so that readers can quickly find out more
about specific words or topics. Apple Computer's HyperCard program also used hypertext, which
allowed users to create multi-linked databases. Today, the Web is where hypertext reigns, where nearly

™

every page includes links to other pages and both textand images can be used as links to more content.




