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

Educational Assessment Unit

Annual Examinations for Secondary Schools 2013

FORM 4 Information and Communication Technology TIME: 1h 30min

Name: Class:

1.  This question is about Using the Computer and Managing files.

a)  Complete the following sentences by choosing the correct word from the
ones in brackets.

I. Sometimes, you may need to search for a file or (paper, pocket file,

folder) stored in a computer’s disk, but you can only remember part of its name.

ii. To carry out this search, type the part of the name you remember and then type

characters like (%, 1,?)and (*, %, $) for the parts you do not remember.
iii. These are known as (substitute, wildcard, symbolic) characters.
iv. For example, when you type (wor*, wor?, wor$),

you will be searching for files with titles like "words", "worrying" and

99 ¢C

“work”, “war”, “wire”).

V. When typing (*.txt, *.ppt, *.doc) to search for a filename, you will

be searching for MS Word document files.

Vi. When searching for files with names like “menul.doc”, “menu2.jpg” and “menu3.zip”,
you must type (menu?.?7??, filename?, menu?).
Vii. You can also search for files using their (size, colour, shape) and

(date modified, web address, hyperlink) properties.

(10 marks)
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b)

c)

(4 marks)

The picture below shows the basic information of two computer systems.

Fill in the empty boxes with the words provided to correctly label the different sections.

Processor Type

Random Access Memory

Operating System

System Restore | Automatic Updates | Remote
General ComputerName |  Hardware /|  Advanced

ystem:
Microsoft Windows XP
Professional
Version 2002
Service Pack 2

£ /5
g

— wm———— Registered to:

55276-010-9955007-22100

Manufactured and supported by:

MetaWeb PC

=" System
1.80Ghz Rating: E System rating is not available
| 2GB of RAM | Processon Intel(R)] Core(TM)2 Duo CPU

N

N\

View basic information about your computer

Windows editicn

Windows 7 Enterprise

Copyright © 2009 Microsoft
Corporation. All rights
reserved.

Service Pack 1

m

_—

T7250 @ 2.00GHz 2.00 GHz

2.00 GB

32-bit Operating System

Installed memory (RAM):
ok | Cancel |\ | System type:

=

(6 marks)

www, StudentBounty.com
-Homework Help & Pastpapers


http://www.studentbounty.com/
http://www.studentbounty.com

d)

Tick v to show whether the following statements are true or false:

Statement

Microsoft PowerPoint is an application program.

Folders and sub-folders should be given a meaningful name.

Files created in a folder are called sub-folders.

iv.  The Recycle Bin folder contains archived files.
v.  One way of deleting a program is by deleting its shortcut icon.
vi.  Hard disks and USB Flash drives are storage devices.
vii. A computer virus can be removed by using the Control Panel.
viii.  Files deleted from a Pen drive are found in the Recycle Bin.
iX.  One advantage of online storage is the sharing of files.
X.  Files ending with “.jpg”, “.gif”, “.png” are sound files.

(10 marks)

This question is about Microsoft Word.

The buttons shown in the table below are used in Tabulation.

Choose the description of each button from the list below and write it in the Action column.

o To centre text along the tab stop.
o To align text to the left of the tab stop.
o To align the decimal point along the tab stop.
o To align text to the right of the tab stop.
31 41 501 &} F 0819 pW0 1 1200 ] |14
Button in | Button in Action
Word 2003 | Word 2010
A L E
B L L]
C 4 4]
D & ]
(4 marks)
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b)  Jude finished typing a paragraph of her History report and would like to format i
i. the text justified
ii. a 10 pt spacing after each paragraph
iii. a6 ptspacing before each paragraph
Iv. al1.5 lines spacing between each line
v. the first line of each paragraph indented by 1.27 cm
vi.  no indentation from the left or right margins.

Fill in only ONE of the two pictures BELOW to show how the above formatting is done.

MS Word 2003

Paragraph

Indents and Spacing | Line and Pags Breaks §

General

alignment: I:I ~ . Outline level: Body text

Indentation

Left: [ = Special: B

Right: [ ]=] [ I~ =
Spacing

Before: 7;] Line spacing: ok

After: = [ =L E3l

[ Paragraph < MS Word 2010

Indents and Spacing | Line and FPage Breaks |

Genaeral
alignment: | |E|
Dutine lewvel: Body Text El
Indentation

|| er —

[ Mirror indents

Spedcial: By: i

AR

Spacing
R Before: I:I = Line spacing: At l
I S
(8 marks)
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c)  Shanice invites her daughter’s
friends to a party.

She uses a WOI‘d-pI’OCGSSOI’ to Join me for ny 5+h Eﬁrihdag party
create a personalised invitation. on Tuesday, March 23rd, y

in my little castle.
She types the list of names and 4
their addresses in a table and saves f 1
them in a separate file. o 4

I'l be expecting you!

Yours, Any

Complete the following sentences by choosing the correct word from the ones in brackets.

I. Shanice types the (name, address, invitation) and saves it as

the main document.

ii. She starts the (Labels, Mail-merge, Letters) wizard.

iii. She browses for the (template, data source, merged document)

containing the list of names and addresses.
iv. She inserts the fields like FirstName and (DataOfBirth,

LastName, Telephone) in their place.

V. Shanice prints the invitations by merging to (printer, merged

document, merged letters).

(5 marks)
d)  List two benefits of using mail-merge.
1.
2.
(4 marks)
e)  Describe two examples how mail-merge can be used in a school.
1.
2.
(4 marks)
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3. This question is about using Microsoft PowerPoint.

a)  Use the following words to label correctly the charts below:

Pie chart Column chart Bar chart Line chart

Sales

= 1stQtr

= 2nd Qtr
3rd Qrr

m4th Qtr

O R NWAEWD N W

st Qtr 2nd Qur 3rd Qtr 4th Qtr

Sales Sales
4
3rd Qtr
2n m Sales
1

ey

ok MWk onoo N

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

iii. iv.
(4 marks)
b)  Look carefully at the picture below:
Peter Agius
CEO
Kelly Borg
| I l
Kevin Abela Moira Psaila Ken Gatt
|
Lara Hili J
Choose the correct answer from the brackets and underline it.
i The picture is showing (a data, an organisational, an office) chart.
ii. Kevin Abela is (a Co-Worker, a Subordinate, the Assistant) of Ken Gatt.
iii. Moira Psaila is (a Co-Worker, a Subordinate, the Assistant) of Peter Agius.
iv. Lara Hili is (a Co-Worker, a Subordinate, the Assistant) of Kevin Abela.
(4 marks)
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c)

Isabel would like to print her presentation. She can do it either from her PC usin

PowerPoint 2003 or from her laptop using MS PowerPoint 2010.

Choose only ONE method, using either the 2003 version or the 2010 version.

Prinker

1,3,5-12

Barne: ¥ Big Sister 450L v
Status: Iu:.lle .
Tvpe: Big Sister 450L

Where:

Cornrent: [ ]Print ko File
Prink range Copies

) all () Current slide Mumber of copies:

3 E
) slides: !1
Enter slide nurbers andfar slide ranges, For example,

[+] Collate
Print what: Handouks
Handouts ¥ | slides per page: |4 w [
Coborfgrayscale: order: @Harigontal O vertical |14
Color L
[ ]5cale tao fit paper
Frame slides
(o] (o
I What is the name of the printer she is printing to?
ii. What type of printout will Isabel print?
iii. How many copies will Isabel print?
iv. How many slides will be printed on each page?
V. Which slides will be printed?
Vi, If Isabel wants to print slide 1 and the slides from 7 to 10, where must she click?

Mark with a cross (%) on the picture below.

Vil. Write on the picture on the Print range
right to show what should @ al

) Current slide

be typed to print slide 1 and
slides from 7 to 10. |

() Slides: |
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Vi.

Vil.

Home | Insert | Desigl | Transil | Anima | Slid . A
ﬂ = <MS PowerPoint 2010
Lﬂ Save
Print
Save As @
Copies: 3 =
Cpen
= or Print
|_j"' Close
Info Printer i
Business ., Big Sister 450L .
= Ready
Contact Ea%
Manager Printer Properties
Recent e
= Print All Slides .
MNew “— Print entire presentation
4 5lides Herizontal -
Save & Send Handouts (4 slides per page)
Collated
Help E]Ell__z,a 1,23 1,23
S e ﬂ Portrait Orientation -
2] Options
E Exit ‘Cnlnr -
Edit Header & Footer 1 of3 b

What is the name of the printer she is printing to?

What type of printout will Isabel print?

How many copies will Isabel print?

How many slides will be printed on each page?

Which slides will be printed?

If Isabel wants to print slide 1 and the slides from 7 to 10, where must she click? Mark with a
cross (%) on the picture above.

Write on the picture above to show what should be typed to print slide 1 and slides from 7
to 10.
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4.  This question is about Information and Communication.

a)  Label the following picture of an online form with the words provided below:

Button Hyperlink Check Box Drop-Down Menu Text Box

Book Order Form

You can reserve your book here.
Name Surmame Class
Form 1[=]

. Genre
Comedy

[7] Romance

[ Adventure

iv [] Histaorical
Powered by Google Docs
V. —————Meport Abuse - Terms of Service - Additional Terms
(5 marks)
b)  Write two examples of search engines:
.
ii.
(2 marks)
c)  Describe what a search engine is.
(2 marks)
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d)  Write two examples of internet browsers:
[

e)  The term URL stands for

f)  Underline the correct example of a URL from the following:

(2 marks)

URL

A) kevin.borg@skola.mt B) http://bp.com

)] Underline the correct meaning of the following terms:

i.  SMS: A)
B)
C)

i. M A)
B)
C)

iii. VolP: A)
B)
C)

Short Message System
Short Message Service

Shopping Mall System

Instant Messaging
Internet Message

Intranet Meeting

Video over Internet Point
Voice over Internet Protocol

Voice on Internet Post
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(2 marks)

C) brb://lwww.jig.org

(1 mark)

(3 marks)
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h)  Write an example of how SMS can be used:

(2 marks)

1) Write one benefit of VVoIP:

(2 marks)

)] Write one benefit of IM:

(2 marks)

k)  One example of an online community is an Internet forum where people help each other by
posting text on a website. Write another example of an online community:

(1 mark)
5. This question is about using email.
a)  Underline the correct answer.
I.  The button used to send an email with high priority (high importance) is:
T ¥ !
A) B) C)
ii.  Anadvantage of sending an email with high priority is that:
A) The one receiving it will read it before other mail
B) It will be delivered faster than emails with normal priority
C) You will get a faster reply
(2 marks)
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b)  Petra would like to search for an email in her inbox. She knows the following:

i the email is from kevinborg@ilearn.edu.mt,
ii.  the subject of the email contains the text “shipping”.

Fill in ONE of the pictures BELOW to indicate how Petra can do it.

File  Edit

Wigwy  Tools

j In: IInI:u:ux

Messages |M|:|re Choices | Advanced I

Look For: IMessages

Browse, .,

Find [omw

Search faor the waordis): I

Stom

Im: I

iLae

Mew Search

From... | I
Sent Ta... | I
[T where I am: Ithe anly person on the To line j

Time: Inu:une j Ian':.ftime j
_ MS Outlook 2010
“ Advanced Find
Look for: [Messages | In: |Inbox
Messages | More Choices | Advanced Find Now
Search for the word(s): |z| Stop
In: |subject field only |z|

[ From... ]

l Sent To... ]

[[]wihere 1am: the anly person an the Tao line

Time: |none |z| Anytime

Q

End of Examination Paper
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