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Questions 1 to 6 are about this document.

1 To place the image at R into another document as well, the user should 
A cut and paste 
B crop the image
C copy and paste
D find and replace
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2 The image at P has been positioned 
A in a table 
B behind text 
C using text wrap 
D in front of text 

3 The paragraphs at S have inconsistent 
A line spacing  
B alignments 
C indents  
D fonts 

4 The age group represented by 46% of the pie chart at Q is
A 10 to 20
B 21 to 30
C 31 to 40
D 41 plus

5 The only way to check that the facts stated in this document are correct is to 
A use print preview 
B use a spell checker 
C use a grammar checker
D verify the source information

6 The way to position the text as shown below the title 'Net Access for All
Investigated' is to use  
A columns 
B left tabs
C right tabs 
D centre alignment



Questions 7 to 12 are about this spreadsheet. Formulas are used to calculate
values in columns F, H and I and rows 9 and 10.

7 Bonus is Basic Hours plus Overtime Hours with the result multiplied by the
Bonus Rate. The formula in cell H4 is
A =B4+D4*G4
B =(B4+D4)*G4
C =B4+(D4*G4) 
D =B4+D4*(G4)

8 The formula =F3+H3 was placed in cell I3 and replicated to cell range I4:I8.
The formula in cell I7 is
A =F3+H3 
B =F3+H7
C =F7+H7
D =I4:I7

9 A formula in cell H10 to find the average Bonus is
A =SUM(H3:H8)/5
B =AVERAGE(H3:H8)
C =AVERAGE(H3:H9)
D =AVERAGE(H3+H4+H5+H6+H7)
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10 If the formula in cell D9 is changed to =MIN(D3:D8) the value in D9 will
change automatically to
A 10
B 8
C 6
D 2

11 Standard Pay is Basic Hours multiplied by Basic Rate plus Overtime Hours
multiplied by Overtime Rate.  The formula in cell F6 is
A =B6*C6*D6*E6
B =B6+C6+D6*E6
C =B6*C6+D6*E6
D =B6*(C6+D6)*E6

12 The cell ranges required to produce a bar chart to compare Basic Rate with
Overtime Rate for each employee are
A A3:A8 and C3:E8 
B A3:A8, B3:B8 and D3:D8
C A3:A8, C3:F8 and E3:E8 
D A3:A8, C3:C8 and E3:E8

Please go on to the next page



Questions 13 to 18 are about this database.

13 The search criteria to find the Biography books, excluding all PB types, are
A Category ="Biography" AND Type =”PB" 
B Category ="Biography" AND Type <>"PB"
C Category ="Biography" OR Type <>"PB" 
D Category ="Biography" OR Type ="HB"

14 A search criterion that will find all the books published on or before 30 June
2001 is
A Date Published <30/06/01
B Date Published <>30/06/01
C Date Published <=30/06/01 
D Date Published >=30/06/01

15 The data type of the Book Ref field is 
A date
B text
C number
D currency 

16 To list the database in A to Z order of author, showing the most expensively
priced book first within each author, the user should sort
A descending on Price and then descending on Author 
B ascending on Author and then descending on Price
C ascending on Author and then ascending on Price
D ascending on Price and then ascending on Author
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17 The only field suitable as the primary key is
A Date Published
B Sales Position 
C Book Title
D Book Ref

18 A query to find the titles of all the PB type books published before 12 May
2002 must contain the fields 
A Book Title and Type only 
B Author, Date Published, Price
C Book Title, Type, Date Published
D Book Title, Author, Date Published

Please go on to the next page



Questions 19 to 22 are about this chart.

19 The chart title lets the reader know 
A whether rainfall is increasing each year 
B which was the wettest month in 2004
C where the rainfall was measured
D how much rain fell each month

20 The months with the highest rainfall for 2003 are 
A Jan and Mar
B May and Jul 
C Jan and Aug
D Feb and Jul

21 The trends on the chart show that   
A rainfall is constant over the three years
B rainfall, over the years, is decreasing
C rainfall, over the years, is increasing 
D August is always wetter than July 

22 A suitable graphical way to present the percentage rainfall in each month
during 2004 is a
A numbered list 
B line graph 
C pie chart
D table 
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Please go on to the next page



Questions 23 to 27 are about this web page.

23 The button at P is
A a link 
B a bookmark
C a search engine
D an email address

24 The user has bookmarked this web page.  This means the web page can be
A printed 
B used as an email address
C accessed with specialist equipment
D easily located during future sessions on the internet

25 The picture at Q could be copied from a printed photograph and placed in this
web page using a 
A colour printer 
B microphone
C browser
D scanner
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26 During a session on the internet the Back button can be used to move to
A a new website 
B a new web page 
C the next line of text
D web pages already viewed

27 To view this web page on the internet the user needs
A a word processing application
B a graphics application
C browser software
D an email address

Please go on to the next page



Questions 28 to 31 are about this document.

28 The text at P has a border around it to make it
A stand out 
B align vertically
C centred on the page
D appear in the header 

29 The list at R has inconsistent
A fonts
B numbering
C indentation
D line spacing
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30 The text at Q has been placed on top of other text by using a
A text box
B right tab 
C left tab
D cell

31 The way to position the telephone number and web address as shown at S
is to use
A a right tab
B right alignment
C full justification
D centre alignment

Please go on to the next page



Questions 32 to 36 are about this document.

32 The text in the table at Q is vertically aligned
A top
B left
C centre
D bottom

33 The way to make the cell at R into three tick boxes is to
A split the cell into three columns 
B split the cell into three rows 
C horizontally align the cell
D vertically align the cell

14 Key skills ⏐ ICT ⏐ Level 2 ⏐ URN:378



Key skills ⏐ ICT ⏐ Level 2 ⏐ URN:378 15

34 The purpose of the document is to
A advertise computers
B advertise computer courses
C obtain information from people seeking jobs
D get people to subscribe to a monthly publication

35 Shading has been used in the table at Q to
A fill in gaps in the table
B make the document print correctly
C make sure that the information is accurate
D indicate areas where data should not be entered

36 The way to position the text as shown at P is to use
A centre alignment
B left alignment
C right tabs
D left tabs

Please go on to the next page



Questions 37 to 40 are general questions

37 The file named Deer.doc is stored in the Acquisitions subdirectory that is in
the Animals subdirectory.  Which diagram shows this structure?

38 To avoid complete loss of data if a disk is corrupted the user should
A backup frequently to a secure medium
B copyright all information 
C use password protection
D use anti-virus software

39 Information from visitors to a website can be collected by using 
A a password 
B an online form
C a search engine
D a word processor

40 A document that is copyright can only be reproduced
A if it is kept confidential
B within the year it is written
C on one page of a document only
D with the permission of the copyright holder
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End of test
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