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Questions 1 to 6 are about this document.

1 The text at S is a numbered list.  If the item numbered '3.' in the list is
deleted, software will automatically 
A change the format of the items in the list 
B number the list 1, 2, 4, 5 
C renumber the list 1 to 4
D delete the numbering 

2 The paragraphs at Q have inconsistent
A alignment  
B indentation  
C left margins
D numbering systems
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3 The image at P is shown 
A behind text   
B with text wrap 
C using a text box
D using a centre tab

4 The word 'advertised' at R should be 'advertise'. This error can be found
automatically with software by using a
A browser 
B dictionary 
C spell checker
D grammar checker

5 The purpose of this document is to
A advertise a visit to Glasgow 
B set an agenda for a committee meeting
C record the events of a committee meeting   
D advertise the date of a committee meeting

6 To email the document file to committee members, the secretary should 
A mail merge it  
B put it in a folder
C use a search engine 
D send it as an attachment

Please go on to the next page



Questions 7 to 12 are about this database.

7 The policy holder with the lowest premium in category B is
A Gardner
B Jessop
C Horner
D Swift

8 The search criteria to find those policy holders with a premium of more than
£400 and with a renewal date on or after 4 January 2005 are
A Premium >400 AND RenewalDate =04/01/2005
B Premium <=400 AND RenewalDate >04/01/2005
C Premium >400 AND RenewalDate >=04/01/2005
D Premium >=400 AND RenewalDate >=04/01/2005

9 The fields required in a query to find the names of policy holders born before 
1 May 1962 with renewal dates after 1 June 2005 are
A PolicyHolderID, DateOfBirth, RenewalDate 
B PolicyHolder, DateOfBirth, RenewalDate 
C PolicyHolder, DateOfBirth, Category
D PolicyHolder, Category, RenewalDate

10 The search criteria to find the category A and B policy holders who were born
before 31/12/1960 are
A Category ="A and B" OR DateOfBirth <31/12/1960 
B Category ="A OR B policyholders" AND DateOfBirth <31/12/1960
C (Category ="A" OR Category ="B") AND DateOfBirth <31/12/1960
D (Category ="A" AND Category ="B") AND DateOfBirth <31/12/1960
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11 To list the policy holders with the most recent renewal date first, showing
policy holders in A to Z order for each renewal date, the user should sort
A ascending on PolicyHolder and then ascending on RenewalDate 
B ascending on RenewalDate and then ascending on PolicyHolder 
C descending on RenewalDate and then ascending on PolicyHolder
D descending on RenewalDate and then descending on PolicyHolder

12 The only field in this database suitable as the primary key is 
A Premium
B Category
C DateOfBirth 
D PolicyHolderID

Please go on to the next page



Questions 13 to 18 are about this chart.

13 An x-axis label is shown at
A P
B Q
C R
D S

14 The trends that can be seen from the chart are that the number of airline
passengers for
A Jet Off and Easy Fly are decreasing 
B BM is constant and Easy Fly is increasing
C BM is increasing and Easy Fly is decreasing
D Jet Off is decreasing and BM is increasing

15 The item at S is the
A legend 
B chart title
C x-axis title
D y-axis title
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16 A way to check that the data used for this chart is correct is to
A print it out  
B use a spell checker
C use a grammar checker
D verify the source information

17 A suitable graphical way to show the number of passengers for each airline
during 2003 as a percentage of the total number of passengers in 2003 is a
A table
B pie chart
C text box
D line graph

18 A suitable way for an airline to collect passengers' opinions on particular
aspects of the airline's services is to ask them to
A complete a form 
B compose an email
C produce an agenda
D buy an airline ticket

Please go on to the next page



Questions 19 to 22 are about this web page.

19 Clicking one of the items at P causes the browser to
A save the web page
B follow a link to more information
C edit the contents of the web page
D store the information in favourites

20 During a session on the internet, the Forward and Back buttons can be used to
A send an email  
B exit the website
C move to a web page not previously viewed
D move between web pages already accessed

21 This website can be accessed easily during future sessions on the internet if
the user
A bookmarks it
B mail merges it
C saves it as an attachment   
D uses the Forward and Back buttons
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22 To use the internet to find the websites of other universities, the user should 
use a
A hotspot 
B wildcard
C bookmark
D search engine

Please go on to the next page



Questions 23 to 28 are about this document.

23 The paragraph at Q is formatted with a
A hanging indent
B first line indent
C left whole paragraph indent
D right whole paragraph indent
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24 The text at R has been placed on top of other text using 
A a centre tab   
B a text box
C cell merge
D text wrap 

25 The way to display the text as shown between the lines at P and S, is to use
A rows
B columns 
C text boxes
D centre alignment

26 Shading has been used in the table at T to
A make the font size look larger
B partially conceal some of the text  
C vertically align the text in the table 
D help indicate where details should be entered

27 The text in the table at T is vertically aligned
A top
B left
C right
D centre

28 Pictures of scenes of the different countries could be taken to be inserted
into the document file using a
A digital camera   
B photocopier   
C keyboard
D printer

Please go on to the next page



Questions 29 to 34 are about this spreadsheet. Formulas are used to calculate
values in columns F, G and H and row 11.

29 To centre the text in row 1 across all the cells, the user had to first
A decrease the height of row 2
B merge cell range A1:H1 
C merge cell range A2:B2
D fully justify the text

30 The formula =(D4-E4)*5.5% was entered into cell F4 and replicated to cell
range F5:F10. The formula in cell F10 is
A =(D4-E4)*5.5%
B =(D4-E10)*5.5%
C =(D10-E10)*5.5%
D =(D10-E10)*11.5%

31 A correct formula to use in cell D11 to calculate the average of all the list
prices is
A =MAX(D4:D10)
B =SUM(D4:D10)/8
C =AVERAGE(D4:H10)
D =AVERAGE(D4:D10)

12 Key skills ⏐ ICT ⏐ Level 2 ⏐ URN:474



Key skills ⏐ ICT ⏐ Level 2 ⏐ URN:474 13

32 Total Payment is calculated by multiplying Monthly Payment by 36 and then
adding Deposit.  The formula in cell H6 is
A =F6*36+E6
B =G6*36+E6
C =G6+E6*36
D =SUM(E6:G6)*36

33 Monthly Payment is List Price less Deposit plus Interest, with the result
divided by 36.  The formula in cell G7 is
A =(D7-E7+F7)/36   
B =(D7-E7+F7/36)
C =(D7-E7)+F7/36
D =D7-E7+F7/36

34 The cell ranges to produce a bar chart that compares the list price for each
model with the total payment for each model are
A A4:B10, D4:D10 and H4:H10 
B A4:A10, E4:E10 and H4:H10 
C B4:B10, D4:D10 and H4:H10 
D B4:B10, E4:E10 and H4:H10

Please go on to the next page



Questions 35 to 40 are general questions.

35 To check the layout of a document on screen the user should 
A proof read it
B use mail merge
C use print preview
D use a grammar checker

36 The file named Ali29sept could be found using the search criterion
A ?li?29*
B ?li*ept
C Al*se?
D *29??

37 The application software best suited to creating documents such as
newsletters, letters and minutes of meetings is
A word processing 
B spreadsheet
C database
D graphics

38 Frequent backup of files to a secure medium makes sure that
A data cannot be stolen 
B virus infection is avoided
C data can be recovered later
D data cannot break copyright laws 

39 A way of combining database and word processing files to produce personalised
letters is to use
A cell merge 
B replication 
C mail merge
D find and replace

40 Information that is copyright 
A has been checked for virus infection
B should only be reproduced with permission
C can be legally copied and used by everyone
D can only be used with the correct password
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