DIRECTORATE FOR QUALITY AND STANDARDS IN EDUCATION
Department for Curriculum Management and eLearning

Educational Assessment Unit

Annual Examinations for Secondary Schools 2012

FORM 3 Information & Communication Technology = TIME 30min

Name: Class:

1. This question is about Using the Computer and &haging files.

a) John would like to create a desktop shortcut offtheger namedschoolfound in Local disk
(C:). Put the following steps in order. The firs#sis done for you.

Click File menu.
Double-click the drive Local Disk (C:)
Click Create Shortcut

1 | OpenMy Computer window.

Drag the new shortcut to the desktop.

Click on the foldeschool

[5 marks]
b)  Look at the picture on the right and answer thiwahg questions:

i) Write the name of the selected Folder Folders
L—ﬁ' Desktop
53] .:I My Documents
i)  Write the names of thevo (2) drives that appear in | My Computer
the picture. [# a2 Local Disk (1)
by DYD-RAM Drive (D)
# [ Control Panel
i ”E’E‘ Mero Scout
iii)  Draw the symbol which you need to click on in orde * % My Metwork Places
2 Recycle Bin
| [ Additional Software
3 a8

+

to see the sub-folders

iv)  Answer Trueor False:

My Computer can be further expanded to show more drives.

[5 marks]
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c)

& New Folder

The picture below shows the items on a particuled

Edit  Wiew Favorites Tools

. Fil

@Back A =D | I:.ﬁ /'-w Search || Folders v

Help

| pddress |2 Gy

- — e Type
File and Folder Tasks A @Jwalk.doc 24 KB Microsoft \Word Doc...
Em Rer s %reviews.doc 54 KB Microsoft Wor_d Coc...
£ ¥ Factors, dat Z3KB  Wideo CD Movie
'-# Moye this folder E_‘I exchange.bxt 1KE Text Document
) Sopy this folder £ Ellawz.ipg 87 KB IPEG Image
@ Publish this folder ko #earth quiz.dac ZE KB Microsoft Word Doc...
= the Web_ EH delivery. xls ISKE Microsaft Excel Wor. ..
fd Share this fiolder ] debit. doc 20KB  Microsoft Word Doc...
S E-mail this. Folder's Filles @Copy of factsandfigures.htm L KB  Firefox Document
x Delete this Folder i;'gt_.:]continents.rtf 4 KE Rich Text Format
=] |ce_jcon.bmp 1 KE Windows Bitrap Im...
[Z] calibration, bxt ZKE  Text Document
Other Places -&'}B- Eves.gif 1 KB Graphics Interchan...
Ig‘[.jeﬂ:lantic ocean.doc 47 KB Microsoft Word Doc,..
‘_'_f e B iy ] Astronaut. rtf 4 KB Rich Text Format
[ My Documents [)Emails File Folder
g My Computer (5 anisver File Falder

‘:_4 My Metwork Places
Size: 207 KB

Files: Answer Test 7.1 answerfile. doc, ...

Details

answer
File: Folder

Date Modified: 26 Movember
2011, 20:50

Date Modified
05/06/2008 14,36
05/06/2008 14:36
14/11/1999 0757
26/06/2003 13:33
29/08/2002 17:53
22/06/2006 10:55
23/01/2003 11:11
221062006 10:55
26/06/2003 13:33
221062006 10:25
19/12/1999 19:44
26/07/1995 1541
12/09}2000 17:10
16032006 14:46
22/06/2006 10:40
26/11/2011 20:50
26/11)2011 20:50

1 objects selected

'_f My Computer

How many folders are there?

How many files are there?

What is the name of tHargestfile?

iv)  What is the letter of this drive?
v)  What is the size of the Folder nanmetswer?
[10 marks]
d) AnswerTrue or False
i) | Use the SHIFT key to select several files adjate each other.
i) | When you want taopy a file, you can use the CUT to place it in a
different folder.
iii) | The Recycle bin cannot be emptied.
iv) | Use the TAB key to select several non-adjacerd.file
V) | Itis possible to Restore files from the Recyuile.
[5 marks]
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2. This question is about Microsoft Word.

a) Match eachdescription to its correspondingcon, by writing the correct letter in
provided inTable 2.

A Tables & Borders

Insert Table

Format Painter

|0
e = [

Styles and Formatting

Show/Hide
(Table 1) (Table 2) [5 marks]

m
i

b)  Study the following 2 pictures and complete sheps needed to insert ®dsymbol.

) Click on in the Menu Bar.
i)  Select from the drop down menu.
|||) Click on . Insert | Format  Tools  Tat
. . . Break. ..
iv)  Finally click on the button. =
Page Mumbers., .,
V) If there is a symbol that we use frequently, we c@ate a Date and Time..,
keyboard for it. ERRTRE :
. Field. ..
Svmbal, .,
__] Comrment
‘.E'r'l'l'IbDB Special Characters Reference 4
—_ E-\;\-'ingdings v.: N wWeb Component...
|_ = e — = — : P . o - Picture v
: ﬁ g“:%‘éﬂ:/ <‘I:_:1: ﬁ @ E El @@Qﬂ:qﬂ; = #§ Diagram...
|EIE? Blw B = |EH|® o Text Box
| e = File...
= - PIE OO eE R B
‘F_L:,.,_). e ‘ ;;Bg El':l':I (2] E:K G @&ﬁﬁjgv‘ Bookmatk, ..
H : | Hyperlnk,..  Ctri+k
bRrentjilisadsgmaoist g s e L =
| €\ e |v|T|@|=|C|L|FL e |® @
Wingdings: 70 Character code; E?D Frnm:E?jyrr;-tu-o-l-"li;j;cimallj: Er.
[F\_utoCorrect... ] [Shortcut Kewv... J Shorteuk key:
[ Insert l [ Cancel

[5 marks]
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C) The Table below was created withicrosoft Word . Answer the followin
underlining the correct answer:

Surname Name Tel. No
Cassar John 65482512
Pace Mark 44589632
Xerri Mary 82617501
Grech Jane 33256985
Abela Tom 45012458

i) To create a tablewhich menu should | use?

1. Format
2. File
3. Table

i)  The second step is thoose
1. Insert Table
2. Insert Row
3. Insert Cell

i) The third step is tansert:
1. the width and height required for the table
2. the number of verticals and horizontals
3. the number of columns and rows required fertéile

iv)  Theabove tablehas:
1. 4rows and 5 columns
2. 3 columns and 6 rows
3. 6 columns and 3 rows

v)  Thelinesof thetable are called:

1. Shading
2. Borders
3. Lines

vi) To add ashadingto the table, | have to chooBermat from the menu bar and then:
1. Borders and Shading
2. Paragraph
3. Bullets and Numbering
[6 marks]
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d) Look carefully at the picture below which shawe Tool-Option dialogue.

Options 21 x|

Wiz | General | Edit | Prink | Save I
SECLriky | Speling & Grammar | Track Changes |
ser Information | Comnpatibility File: Locations

File locations

File bypes: Location:

Diocuments ;1 Documents

Clipart pickures Fig_ 1

Iser templates it AMicrosoft Templates

Wiarkgroup kemplates

AukoRecover files Ch L application DataMicrosoft)wiord

Tools il AMicrosoft OfFicel\Cffice 10

Skartup L iMicrosoft Word| STARTUR

: File Edit Wiew Insatt  Format Tools  Table  Window  Help

)) Look at the Menu Bar above. Whiddenu was used to open th@®ptions Window
(Fig. D)? [2 marks]

i)  Jessica would like to change tbefault name of her Microsoft Word so that tHéame shows
Jessicaand thdnitials show JM. In Fig. 1 abovedraw a circle around therab from where
she can do these changes. [2 marks]

iii)  Complete the path to show wharew documentsare saved by default.

C\ [1 mark]
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e)

Jessica copied the wosports from the WeeklyEvents document shown b
wants topastethis word in theSchool Project document.

Sport is all forms of physical activity which ...

A-==zaal

YR Englishiuk  EE

ﬂﬁ WesklyEvents.do.., r@ achioolProject.doc .., ;hﬂﬂ Daocument3 - Micro...

Fill in the blanks usin@dHREE (3) of the following words.

paste taskbar school project copy weekly events

Jessica looks at the ancksclion the document named

This document appears on stireen. She then clicks on

, from her toolbar, to intkerivord Sports’. [6 marks]

This question is about Spreadsheets.

Look at the following table and answer the goestbelow:

A B C D E
1 Maths Test
2 |Mame Paperl Paper2 Average Pass/Fail
3 Paul 75 58 668.5 1
4 Karl 21 97 a9
5 Mark 93 50 71.5
6 |Max 88 82 85
7
4 4 » M| English | Maths - Makese %3

How manyworksheetsare there in thigvorkbook? [1 mark]
Write down thename of eachworksheet [3 marks]
What is the name of thactive worksheet shown above? afi]m

Which keyboard key must be pressed when datpchultiple cells that araot next to each
other? [1 mark]
1 Ctrl 1 Shift [1 Spacebar 1 Alt

Which keyboard key must be pressed when salgatiultiple cells thaére next to each
other? [1 mark]
1 Ctrl "1 Shift [1 Spacebar (1 Alt
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vi)  After inputting this data, Mr. Cassar wantswadte alLogical function to prin
next to each student depending on therage Mark obtained. Which fun
Mr. Cassar use? (Underline the correct function)
| SUM | AVERAGE | WMAX | IF | MIN | ADD |
vii)  Where should Mr. Cassar write the functiomé wants to check Paul Passed or Failed the
Maths exam?Write the cell reference)
rftarks]
viii) Write down the function that Mr. Cassar skibuse for Paulgass mark is 50).
[3 marks]
b)  Mr. Cassar wants to print some data:
Print El@
Printer
Mame: | abc Printer _
Where:
S (] Print to file
Print range Copies
O al Number of copies: -
) Pagef(s)  From; 2| To: &
Print what
() Selection @ ("} Entire workbook [jil Ijﬂ el cohete
) Active shestis)
Creien @) F@;\o« o)
Use the lettered items in tiRgint dialogue box above, to answer the following questi
(The first one is done for you)
) Before printing, Mr. Cassar would like to seanhthe printout will look: C
i) Mr. Cassar wants to print all the worksheettsittis English, Maths and
Maltese at one go. He uses section:
iii) In order to print 2 copies of the worksheety.NLassar uses section:
iv) Mr. Cassar wants to change the Printer. He asegon:
V) Mr Cassar highlighted part of the worksheet hadvants to print only that
part. He uses section:
Vi) When he is ready he clicks on:
[5 marks]
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4. This question is about PowerPoint Presentations

O @ % @
iDra.N'l |.ﬁ.uto5hapes' Now [0 .,ﬂt:: (8] oot - A -

Order

i

Grid and Guides. ..
Mudge

Align or Distribute
Rotate or Flip

Chanage AutoShape

Set AutoShape Defaults

O

a) Write the label number shown on this slide from rehe

i) Thearrow can beresizedfrom this point

i) The shadowof thearrow has been added

iii) | The arrow can be brought to theont

iv) | Thearrow can berotated from this point

V) Theline style of the arrowcan be changed tintted style

vi) | Thearrow can be alignedelative to the slide

vii) | Thethickness of the lineof thearrow can be modified

viii) | A picture can be added to the slide

iX) | A separateext box under thearrow can be added

X) Theblock arrow has beemddedfrom this drop down menu

[10 marks]
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5. This question is about Information and Communiation.

a) Look carefully at the pictures below on which soiteans have been numbere
numbers to complete the statements.

,’E'File Edit  Wiew Favorites Tools  Help

]
b
__. =
‘S-
o

s [ @ _
‘;"urm ﬂ Skela - Eirur,gj MSN. cam ernmert

Sear-:h ":E:I_".;:'Favnrites } [
ckdress l_éjhttp flskola, gb 5 —©

=2 hitp:ffskola.gov.mif - Microsoft Internet Exp

Tools

Help

g} Radio Station Guide

i) To work with Favorites, James clicks on
i) | To add a page to thHeavorites folder, James clicks on button with number
iii) | To organise his favorite links intimlders, James clicks on the option with
number
[6 marks]
b)  AnswerTrue or False
)] Phishing is a good practice to use when sendimgmail.
i) | One advantage of email is that it is very fast.
iii) | A digital signature and a digital certificatee the same.
iv) | Viruses are small insects that are found itydiomputers.
V) Before sending an email, it is good practicspell check the message.
vi) | An important email should be sent in Capitattees.
vii) | File attachments can be of any size and apg.ty
viii) | An email message can be sent to a number of pabfie same time.
iX) | Netiquette is a set of guidelines intendedrmnpote effective, efficient and
responsible communication between all email users.
[9 marks]
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C) Look at the following window and answer the spiens below:

ﬂ Testing - Message .

. File Edit Yiew Insert Format  Tools  Table  Window  Help
sidSend | Accounts < | ) - |8 8. (53 ¥ B | ¥ || 5 options... = | HTML
L Ta,.,
e,
il Bec...
Subject:

E[g.j.,i .-__'uiﬂ,.ﬁ.rial vlﬂ,&,lﬂ I

=
I
1|
i

L

Hi
| am using email now.

Rads.

James

In the window above insert the following text inlBan the appropriate place:

i) James wants to send this emaijdion.borg@skola.gov.mt
i)  He wants to send@py to Mark atmborg@gmail.com
iii)  John is experimenting and wants to semliad Carbon Copy to Mary onmvella@msn.com
iv)  The title of this email iFesting.
[4 marks]

End of Examination Paper
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