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Introduction ’

Throughout history, technology has been the driving force of change. In present time
of the 21st century, which is known as a digital era, Information & Communication
Technology (ICT) plays a vital role and has been embraced and incorporated into our
daily lives. This is the time where Computers are the primary means of communication
in the world. Computers are ubiquitously available at office, homes etc. It becomes an
easy and useful tool for communication that can provide various kinds of information.
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The computing technologies have a'ltprgg conce;@tlons of ti nd distance. It has
created a wealth of information that is available at the stro key. Moreover, these
computing technologies are being widely adopted and used in education sectors,

such as universities and ichgghl ——




History of Computer

We are from the generation, where we have gone through the development of computers from desktop to

laptop, within the last three decades. The history of the computer goes back several decades, however, there are

five definable generations of computers. Started from basic calculators to the Babbage's engine initial computer

machine can be classified in many generations. Each generation is defined by a significant technological

development tha anaes fundamentally how computers operate - leading to more compact, less expensive,
3 S i obust machines.

st Generation (1940 to 1956)
Using Vacuum Tubes

ird Generation (1964 to 1971) Fifth Generation (2010 Onwards)
Using Integrated Circuits Using Artificial Intelligence
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Second Generation (1956 to 1963) Fourth Generation (1971 to 2010)
Using Transistors Using Microprocessors




Classification of Computers

Computer can be classified based on its size and performance. The computers are broadly categorized into

four types.
Supercomputer ] l/

A supercomputer is a computer that performs at or near the currently highest operational
rate for computers. They are very expensive and have been used for scientific and
egaineering applications that must handle very T ECREEpr a0 A OIeat aIOUTL
computation. They are utilized for specialized applications that require immense amounts
of mathematical calculations. For example, weather forecasting, animated graphics,
dynamic calculations, nuclear energy research, and petroleum exploration etc.

LL
- Shaheen |l system has a total of 197,568 processor cores and 790TB of aggregate memory.

- Shaheen Il was the seventh fastest supercomputer in the world.

‘ (3 Mainframe Computers ]




As a machine computer requires hardware devices which support the entire process of computing. Computer
hardware comprises of some electromechanical components. These required components are classified into

three parts:
@ Input/ Output Devices ]

p— The Input and output devices allow the computer system to interact with end users.
D @ Input devices like keyboard, mouse, scanner etc. are used to bring data into the

system. Further this data is processed by the system unit and the required.i ation
(] @ ‘_/ ® is provided to end users through output devices such a onitor(screen),printer,

——" speaker etc. v)
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Virtual Desktops

Virtual Desktop is the very useful feature Microsoft has provided with
Windows 10. This gives you the experience of working with multiple
screens; although having just one. So while you work on multiple apps,
you can better organize them with multiple Virtual Desktops. You can
group your personal apps together in one desktop and work apps in
another. You can Add New Desktops as you want and switch between
them easily. The Task View button on the taskbar helps you manage it.
You can easily move running apps from one desktop to another with just
the Right Click of the mouse. Interestingly, if you close a Virtual Desktop,
the apps that were running on it won't be closed, rather they will be

shifted to previously available desktop. i )a.;:;f‘”é;ﬁ?’c N
o ) dalayl o Lo ela -

Cortana 4als Jus (s Uad g o sla -
Cortana or Search _slisclonis bk s s

Cortana is another enhancement in Windows 10. Cortana is a voice-activat-
ed personal digital assistant, which provides relevant suggestions and alerts.
The ' more yuu usc Cuialia, Uie more persolidiized your experience will be.
For example, you can use Cortana to find files/apps on computers, search the
internet, send emails, help out with navigation, setting reminders, and more.
Cortana is available only in certain countries or regions. It is accessible from
the search box at the taskbar right next to the start button. You can
command Cortana by either typing in the search box or by clicking on the
mic button to talk to her.

You can also say “Hey, Cortana”to activate via Mic through audio input.
When Cortana is not available, it is replaced with the Windows Search, helping you to search for apps, files, folders,
and settings on your computer.



MS-DOS (Disk Operating Systems) )

Modern computers support CLI, batch processing and GUI in one interface.

2 - Graphical User Interface:

V)



/- ...... used to store , restore, share
files,pics, documents , videos with different
devices and can be accessed from
anywhere

answer : onedrive
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c. The Basic Functions and their Syntax J s d;d:jj‘w:"
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The SUM function calculates the sum of values contained in a range of cells.
Syntax: =SUM (number1, [number2],....)

The AVERAGE function is used to calculate the average of the values contained in a range of cells.
Syntax: =AVERAGE (number1, [number2], ...)

Average

e COUNT function counts the number of cells in a range that contain numbers only.
Syntax: =COUNT (Value1, [Value2], ...... )

The MAX and MIN function is used to calculate the maximum and minimum value in the
EVELLEITLE selected range of cells.
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used to move one cell left, right, up or down directions.

"

~

used to move the active cell one column to the right in the worksheet.

.

( used to move the active cell to cell A1 in the worksheet.

\

7

to move the active cell to the last cell in the worksheet that contains data

<

used to move the active cell to the last row in excel sheet that contains data.

.

7

used to move the active cell to the last column in excel sheet that contains data.

.

7~

is used to select non-sequential cells.

is used to select cells sequentially.

"




Ribbon includes a set of commands located below different tabs. Every tab

,‘ .
Ribbon is split into groups, having logically related commands.

This field, positioned to the right of the ribbon tabs, lets fast access to Excel

B Tell MeBox commands and functions you need to use.

You can show or hide a ribbon to maximize or minimize your workspace. You
(L LURV I ETR LYY could select from the options: Auto-hide the ribbon, show Tabs simplest or
show Tabs and instructions.

A Worksheet is a workspace, which is organized into rows and columns.

D
Worksheet Used to keep and manage information in the form of a table.

The intersection of a row and a column in a worksheet is called a cell. An

E  Cell and Active cell
active cell is the one which is selected in the sheet with a green outline.

Columns are the vertical separations in the sheet. The Column has sequential

F Columns letters at the top as A, B, C etc.

S




Add some flair to your text by
applying a text effect, such as a
. ala

@ New Features of Word 2016 J

Word 2016 is equipped with several new features to help you work more efficiently. Out of these, the following are
the two useful features.

Tell Me Box
In Word 2016 user interface screen, you might have noticed _
a text box on the right of the ribbon tabs with a bulb sign

that says “Tell me what you want to do..." It allows you to do L

the things quickly and efficiently, keeping you free from “add a comment™

remembering and locating the commands in various tabs & |40  “insert a table* e
ribbons. All you have to do is to simply enter a word or a e age
phrase in the Tell Me box about the command you want. It |~ “change my font color™

provides you a list of the related options to get help with a e with o nayié e

particular command.

Smart Lookup
Another interesting feature of Word 2016 is ‘'Smart Lookup. It allows you to get the definitions, Wikipedia articles,

and other top related searches from the web about any word or phrase in your document. Thus, bringing the
research directly into Word 2016.



c. MAN - Metropolitan Area Network)

A computer network that connects multiple LANs at differe
to 30 miles (5 to 50 km). For example, it could connect diffe

ons. A MAN may cover an area from around 3
res located in one city.




L -
@ b - Accuracy ] T

@}. The system must guarantee the accuracy of the delivered message. Data that is received is not altered in
¢

transmission. e

(‘ c - Timeliness ]

The system must deliver the data in a timely manner; late data delivery is useless. For some data types,
‘ timely delivery means delivering the data as it is produced and in the same order (for example, video and
audio). This kind of delivery is called “real-time transmission.”

(‘ d - Jitter )

litter is the variance in the arrival time of the data nackets aver the netwark Far examnle. when twa




VIMIML WM My W MY WA I ML VIS ME T WA DN I WML TV IR Y W W T I M T MO WD I DN I TR IR TR

communication systems.

C‘ 2 - Receiver ]

The receiver is a device that can receive a sent message. It can be a computer, workstation, telephone handset,

television, printer, fax machine, or any other computer-related device. The receiver must be capable of accepting

the message.

c. 3 -Transmission medium )

/)




Images are also represented by bit patterns. An image is composed of pixel ch pixel is a small
size depends mainly on the image resolution— e resolution, the more memory the
= Repies

dge occupies.
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Advantages & Disadvant of Incremental Backup

Advantaye. Disadvantages

Much faster than other backups

More time to restore than full backup.

Complicated, since it may contain a large number of
files and folders.

Efficient use of storage.

c. Differential Backup )




traditional mragnetic storage. Ihey have no moving parts or rotating platers due to which they use less power than
traditional hard drives and are much faster.

C‘ Flash Drive ]

An integrated circuit memory chip that is portable and often around the size of a human thumb. They are
sometimes called thumb drives, pen drives, memory units, data sticks, and keychain arives. The physical size of the

memory is becoming very small, and the capacity is expanding and currently ranges from 2 GB to 4 TB.

C. SD Card )




Primary Storage (Primary Memory)

Primary memory is the storage space where data and programs are kept on a short-term basis and made accessi-
ble to the central processing unit (CPU). Primary memory is also known as the “main memory” of the computer. It
is smaller in size and closely connected to the processor. It consists of two memories:

)

RAM is also known as volatile or temporary memory. It holds the frequently required
instructions and data that the processor is currently working with. The computer can
access it randomly at any time, it needs a constant power supply and it is used to run
applications on a computer system, such as Microsoft Office.

ROM is also known as non-volatile memory. It is a built-in memo in th ontains
[ STructio ea Dy the computer for the initial booting process. These instructions
annot be modified, but only read by the processor.

Unlike RAM, ROM retains its data even if the device is Switched off.
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print server, mail server, file server, application server, database server, and message server.

® File Servers

provide file functions, such as storing and retrieving data, which allow users to read, write, exchange, and
manage files.

® Print Servers
provide printing functions on a network and can handle fax services.

@ Application Servers

help to reduce cost by sharing software resources, such as allowing users to share one copy of expensive
software.

® Database Servers
provide users access to strong, centralized databases.




i OneDrive

OneDrive is an online cloud storage service provided by Microsoft that allows you to store files in the cloud and
access and share them anytime, anywhere on your PC, tablet, or phone. It lets a user easily back up, store, and

share photos videosI documentsi and more - anéwhg[ﬁ on.any type of device. OneDrive is pre-installed on
Windows it also works on Mac, Android, and iOS. ‘_’_\‘
c. 1 - OneDrive Setup ) /




-
COMPANY SERVER DATA CENTER

Cloud Backup

p and Remote Backup. Cloud backup refers to backing
oud server is accessible to a computer via an internet
er the internet to an offsite server, hosted by a third-party

service provider. The provider charges fees bz usage capacity. Following are some popular Cloud

Backup Services:
Google Drive Dropbox OneDrive



Delete backup files in Windows 10
You can also tell Windows 10 to delete older backups automatically, which will prevent your hard drive from filling

up too quicklé. Windows 10 hii many backup features to protect your system and fies. You may have enabled
ion to create system restore points, set up automatic image backup tasks with Backup and Restore

(Windows 7), or backed up your files using File History.
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@ Restore from the file history backup)

The File History tool in Windows 10 lets you restore your files if they're corrupted or accidentally deleted. It also
allows you to res rsion.







WSESH DIRECTION OF THE DATA

SENDER (DEVICE) RECEIVER (DEVICE)

nitors, where the keyboard provides the input and the




RAM is ¢
instructi
access it
applicati

ROM is ¢
iInstructi

cannot k
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1/ Computer is basically drive from the word (-) which means to (-)

M False, in p.26

2/ means a device, which accept the data from the input devices it’s processed to input data
to produce the required output and stores as required.

M computer, in p.26
3/ Using microprocessor
m fourth generation, in p.26

4/ They are primarily used by large organizations for special applications requiring high
volumes of data processing.

m Maine from computer, in p.26

5/ Computer is the integration of hardware and software with different types of peripherals.
mwue ,inp.31

6/ Storage is used to store data and information permanently.

m secondary

7/ An example of system software is a operating system and..

m Device driver ,in p.37

8/ An example of single use of operating system. in p.38

m MS-Dos, in p.38

9/ The main goal of OS is to provide the interface between the user and hardware. in p.39

MTrue ,inp.39

10/ Android’s user interface is mainly based on touch gestures that correspond to real-world
actions, such as sweeping, tapping and pinching along with a virtual keyboard for text input.
Ans: True, in p.40

§811/ is the latest version of Microsoft windows operating system. in p.40
m windows 10 , in p.40

@812/ Of the new features of windows 10 is windows Ink
Ans: True, in p.41

13/ you can drop your personal ups together in one desktop in virtual desktop feature. in

mnue ,inp.4l

@814/ if you close a virtual desktop stops that were running on it won’t be closed.
Ans: True, in p.41

15/ is a voice-activat-ed personal digital assistant, which provides a relevant suggestions and
alerts. MCortana ,.inp.4l



16/ The latest version of Apple‘s operating system is called high Sierra.

MTrue ,inp.42

17/ generally the software can be classified into two types .

MTrue ,inp.44

18/ Providing user interface is one of the important functions of operating system.

MTrue ,inp.43

19/ is a backbone of computer system.
m operating system , in p.44
20/ is the first operating system to provide the GUI.
Y Macos, in p.44
21/ A word processor enables you to create a document .
MTrue ,in p.48
§822/ it provides the easy access to the commands which you use frequently.
m quick access toolbar, in p.50

23/ allows you to get to the definitions, Wikipedia articles, and other top related searches
from the web about any word or phrase is in your document .

m Smart lookup , in p.51

8824/ is generally used to form at the documents.

m Home tab , in p.52

25/ The white area in the middle of the word 2016 user interface is the.
m work area, in p.58

26/ The blinking vertical line in the work area

m insertion point, in p.58

27/ Rows are the vertical separations in the sheets

m False, in p.64

28/ The ---—--- used to lock the selected rows and columns in place to keep them locked while
the rest of the sheets moving.

m Freeze Panes, in p.74



29/ The receiver must be capable of accepting the message.

MTrue ,in p.85

30/ is the variance in the arrival time of the data puckets over the network.

IYE litter , in p.86

31/ In - communication, each station can transmit and receive but not at the same time.
M Half duplex, in p.86
32/

Y¥E WAN , in p.90

33/

m network interface card , in p.92

34/ is a low-cost, high-capacity physical storage medium that permanently stores the
operating system files, software applications, user's personal files,etc .

Y HDD, in p.101
35/ designed to store large amounts of data and especially high definition videos.
m Blu-Ray, in p.102

36/ an integrated circuit memory chip that’s portable and often around the size of human
thumb.

m Flash Drive, in p.103

37/ is the process of creating copies of data to separate storage drive or location, which is
later used for storing in case of any data loss.

MBackup, inp.113

38/ is an online cloud storage service provided by Microsoft. m One drive, in p.141

ailged A+ J) aSllhg L lasen (3 sl
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This is kind of?
Primary Storage (Primary Memory)
Secondary storage

2-The file history restore data corrupted or accidentally delete?
True
False

3-Regular or scheduled backup of data from your PC to a storage device is called?
Full backup

Incremental backup

File history

LAN
MAN
PAN
CAN

il DIRECTION OF THE DATA

5- .
(I e s— —
SENDER (DEVICE) RECEIVER (DEVICE)
Simplex
Half duplex
Full duplex

@ 6- In excel Freeze Panes used to select sequential and non-sequential cells?
True
False

7-computer network is identified as a connection and interaction between two or computer?
True
False

8- In word 2016, you can insert table ,symbols, and equation?
True
False



O s allows you to print on the selected range of cells to avoid printing in the entire sheet.
Print Titles
Print Area

10-

Switch
Operating system
Ethernet cable

11- System Software contains Operating System and......... ?
Device Drivers

12-The receiver must be capable of accepting message?
True
False

13- Magnetic disk drive that is plugged into the computer via a USB is called Primary memory?
True
False

14-In..cccceennnnnnn your document is stored in a central location that you can access from anywhere?
Home Tab

Smart Lookup

One Drive

15- Computer can be classified based on its size and ......... ?
performance

shape

color

power

16— . Using Atrtificial Intelligence?
First generation
Third generation
Fifth generation

17- Computer has many features such as?
No Versatility & Reliability

High Processor Speed

Small storage

18- The computers are broadly categorized into ...... types?
Two

Three

Four



19- Windows Ink is voice-activated personal digital assistant, which provides relevant suggestions and
alerts?

True

False

20- Google Drive
Is?

Cloud Backup
Online Backup
FTP Backup

21- Logical includes functions such as ?
CHAR

LEN

IF

SUM

22- Which of the following is operating system?
Android

23- Hint, info tip, and screen tip are ?
Tell Me Box
Tool Tip

24- Enables you to create freehand drawings with pen tools and save it as an image file?
Screen Sketch

Sketchpad

Sticky Notes

25- s is multiple local area network?

6. This strategy involves backing up data over
the internet to an offsite server, hosted by a
third-party service provider

a. Local backup b. Jitter

Cloud backup | d. None of these




29-

30-

31-

33-

35-

14 nnremSCunmm:oth

ication Sy 1. Receiver - 2,
Tmsmmmdum = 3. Message - 4.
_Protocol - 5, 72

a. Sender b. Computer

c. Mouse d. None

a Y

15. A computer network allows authorized
users to access and store files and multimedia
remotely, instead of saving a copy on each

computer.

[ a. True I b. False

| Crazat]

a e

2 o

e :"!
I — Av e iy

1. By default, a document in Word 2016 is saved

‘with the file extension
|
I a. .docx b. .pthy
t:. oy d. xitx

a ey

Dropbox

24. The following app is included in the

et clI o

a. Cloud Storage b. Internal Storage
¢. Local Storage d.DVD 4
\ a-ﬁ)L
|
,x::,., s D)
The following is one of Network
Componem which one is it?
|
\ Hub [
. b. Router
c.}?mﬂcable d.m-u«%
\ — ey
2. The system software is classified into: :é;n:muorsdu;:;cv:vdwrm
0 ing system & applications.
\a.bmwuu b. applications I a. True 1 b. False l
k. Device Drivers d. Output devices Lo
=y,
\ o Aay
28. ... means storing data in st

devices that are locally attached to

b. Internal Storage




37-

38-

39-

40-

41-

42-

A text processor provides variant common useful features, such as:
Spelling checker

Keyboard

3D data map

Forecasting

When a number is divided either by zero (0) or by a cell that contains
zero (0) value or no value.

#NUM!

#DIV/0!

#NAME?

#VALUE!

Google Drive is ....cccceeceevvennnes

Local storage

Secondary storage

Server

Cloud storage

The data communication system not consists one of these
Sender

Massage

Medium

Protocol

numbers do not use the ASCII table

True

False

OneDrive Online cloud storage service provided by Google

True



43-

44-

46-

47-

48-

False
Google
True
False
Offsite
True
False

Keyboa

drive pre-installed in windows

backup Data is remotely backed up apart from the source data

rd shortcut to open start menu is

CTRL+ESC

CTRL+N
CTRL+O

CTRL+C

... is integration between hardware and software and peripherals

Network

Operation system

Computer

Data
Work a
Ribbon

Rulers

the white middle area in word 2016

rea

View Buttons

generation use Artificial Intelligence



49-

50-

51-

52-

53-

Excel template saved with
Xltx.
Xlsx.
Xslx.
Xtlx.

Online backup is backup of data to a storage center connected to the
source system

True
False

The system must deliver the data in a timely manner; late data delivery
is useless.

True

False

Read Only Memory, a built-in memory chip that contains instructions,
initially used by the computer for the booting process

Ram

Rom

HDD

CD

In excel Ribbon has a set of command located under different tab
True

False

In windows 10 One drive is pre-installed

True

False

The computer network can be defined as connection and in interaction
between two or more computers



56-

58-

59-

60-

61-

True

False

Multi-User Operating Systems example is

Linux

UNIX

macOS

all of the above

Dropbox File hosting service provided by Dropbox
True

False

Flash drive A pen drive memory unit, data stick, keychain drive, etc.
True

False

Which of these are faster in backup

Full backup

Incremental backup

Deferential Backup

None of above

The application used for text processing is commonly known as ..........

Word Processor
Excel 2016
PowerPoint
Windows 10

Android's User interface is mainly based on touch gestures that

correspond to real-world actions, such as swiping, tapping and pinching

along with a virtual keyboard for text input.

True



62-

63-

64-

65-

False

in data communication, number data type does not use ASCII table
because the numbers are converted into binary numbers automatically

to simplify mathematical operations.

True

False

Optical disadvantage?

Cheap and portable

Convenient for multimedia storage

Slower than HDD

What is the smallest Units of Measurement for Data Storage?
MB

GB

PB

B

You can use Print Titles command to specify the rows to be
printed at the top or columns to be printed at the left of each
page.

True

False



66-

67-

68-

69-

A hand sized computer that have no keyboard but the screen serves
both as an input and output device

Laptop

Desktop

Palmtop

None of the above

......... In Windows ink that allows you draw and annotate on a snapshot
Sticky Notes

Sketchpad

Screen Sketch

More Pen Apps

show count, sum, and an average of selected cells of data.
Status Bar

Formula Bar

Rows

Sheet Tab

The COUNT function counts the number of cells in a range that contain
numbers only.

True

False

provide users access to strong, centralized databases.
Database Servers

Application Servers

Print Servers

File Servers



71-Local Backup refers to storing data on local storage device, such as ?
Hard drive

T2, displays the information about the current document such as the total number of pages,
the current J page number, total number of words in the document, current proofing language and
proofing status.

The Status Bar



73-

76-

78-

Huge storage is one of the features of computer.
-true
-false

--------------- They are primarily used by large organizations for special applications
requiring high volumes of data processing.

A-super computer

B-main frame computer

C-micro computer

D-mini computer

-------------- Using Integrated Circuits.
A-second Generation

B-first Generation

C-fifth Generation

D-third Generation

E-fourth Generation

-------------- OS manages all the running processes of the system.
A-process Management

B-storage Management

C-resource Management

D-Providing User Interface

E-Run Applications

---------------- is actually the first OS to provide the GUI. It is designed
to run with Apple computers.

A-Android

B-Linux

C-Microsoft Windows

D-Apple Macintosh (macQS)

---------------- It allows you to use pen input in different apps or annotate on
snapshot of your current screen.

A-Start Menu

B-Windows Ink

C-Cortana



79-

80-

81-

82-

83-

84-

85-

Most of the desktop applications are developed to run under windows as
compared to any other OS.

-true

-false

--------------- is a best example which is the collection of multiple programs such as
MS Word (Text Processing).

A-Apple Pages

B-Microsoft Office

The application used for text processing is commonly known as a ---------------
A-Word Processor
B-spreadsheet programs

Freeze pane used to select sequential and non-sequential cells.
-true
-false

--------------- When a number is divided either by zero (0) or by a cell that contains
zero (0) value or no value.

A-#DIV/0!

B-#NUM!

C-#NAME?

D-#VALUE!

Text does not use the ASCII table, because they are directly converted to binary
numbers.

-true

-false

--------------------- are used to explain, comment on, or provide references to text in
a document.
A-Footnotes and endnotes



86-

87-

89-

90-

91-

are referenced items that are used to cite a source or provide
additional information about a quote or some such item within a document.
A-Endnote

B-Footnotes

------------------- is @ commercial reference management software used to create
and manage bibliographies and references when writing research articles.
A-Endnote

B-Footnotes

GUl is Shortcut for

A-good using of information
B-games are units of interfaces
C-Graphical User Interface

MAN is Shortcut for
A-Metropolitan Area Network
B-micro Area Network
C-maze Area Network

The picture of the above Is an example of
A-Primary Storage
B- Secondary Storage

---------------- is a remarkable feature of Windows. It is used to automatically back
up _les and folders saved on the Desktop or in Libraries, Documents, Pictures,
Videos, Music, and other locations of your PC.

A-start menu

B-file history

C-Cortana



92-

93-

94-

95-

When you save a document in ----------- , your document is stored in a central
location that you can access from anywhere.

A-one drive

B-clipboard

C-editing

A - is a hardware device that splits the network connection and
distributes it to multiple computers.

A-switch

B-router

C-hub

D-ethernet cable

Network applications use a ---------------- format, in which both computers are
connected to the network.

A-protocol

B-client-server

C-receiver

D-transmission medium

One of the application of computers is the development of system software’s and
application programs using different programming languages.

-true

-false
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49. An example of "Simplex" is:

a. Walkie talkie b. Cell phone

¢. TV broadcasting d. All of them

53. This is one of the three data flow rodes,
the name of this type is

— [——— ’
= B——

a. Half duplex b. Full duplex

.. Protocol d. Simplex

| ﬂou,;a’,l.‘y | divay

50. Text is stored and populated using an
encoding system called:

a. AsCil b. ACSHI

c. ASCON d. ASIO

a Yy

o
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41, ... ... communication means that only
one device can transmit the data, and the other
device will act as receiver only, so messages are
sent in only one direction.

® os0088°° . ol @
)

5. Copies of the source data in a different
1 *ographical location

o Y

; ..oA.,L.,h.,,J

B
a. Simplex b. Half duplex (3 Online backup b. Offsite backup
—
¢. Full duplex d. None of them _] . KSU Storage d. None of these
X - y

q&..‘fti.u.ad.i_g)di';u- Y

42. Which one of the following is much faste
than other backups? [

Av el Sy

46. To select sequential and non sequential
cells; Status Bar can be used.

a. Differential backup b. Local backup

¢. Incremental backup | d. Full backup

g 3 5 Incremental backup ‘ase
ped 13 S s =) 0 Full back g
s Qs Q,,.

True I b. False

Name box 4sian J sl piilid myaalll — b A0

[ Addajle Jijy ]

43. CPU consists of ALU and........

47. Word 2010 has various features such as
inserting online pictures which can be helpful to
create the documents

a.Du b.CU

c. UG d.IC

© I 7 b e 4D T il — biddaY!

I Avdajle B2y I

a. True b. False

Word 2016 A “asaal a1 LYV« L= b e

44, Microsoft Windows is Linux based
operating system.

48. A feature of a hard disk drive (HDD) is

a. True b. False

. Portable and affordable | b. High power consumption
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of Computer

(. Software Development )

One.of the application of computers.is the development of system softwares and application
programs using different programming languages. These include system software’s like Mac OS,
Windows, Android, 10S etc. and application software’s like end user productivity tools (MS office,
Adobe), games and social networking applications. Further details with practical skills are

such as universities and schools.

A supercomputer is a con
rate for computers.
engineering applica
computation. They are
of mathematical ca (
dynamic calculations, nucle

mpute’
, which accepts the data from
- the required outputa ) s,

tlons are anu prograns. FR—
L anster omone pomttoan tﬁe

The COUNT function counts the number of cells in a range that contain numbers only.
syntax: =COUNT (Valuel, [Value2], ...... )

The MAX and MIN fuastidasidlydtsstaicajcilbtiethe maximum and minimum value in the
Max and Min sele:tedvange
yntax: =MAX (number1, [ mbo%" }

Count

untm
L The LOWER and UPPER lunmoco\mw convert the text to lowercase and uppercase
ower and
P ie small letters and capital | num
PP yntax: =LOWER(Text): =UPPER(Text

AR e e e T S i



One of application of cumputer
development of system software
and application using
- different programming language
s (T/F)

¥ IR T

—_— -—

One of application of cumputer developm...
A G JI5ad! oo o 835 lio g
Joi wle=xll Loy

JB dly @ Jlsws il
The.......bar
,show count ,sum, average of selected cells

status: zusuall wlsxll
@Y ol vl
RAM JI a5 Gils
FULL DUPLEX (! 8,50 (ti>g
PRIMARY: plyJI 3,90
Hard drive:olludl 4 o330 U1 (il g
(Open source software:(LinuxJ! (e
(Word proccecers(Apple paged! o=
WAN 8,30 wl>
MAN =i Gl
JwS| cds Status bar cau =i wls
"text” Uas ol o wls
Don’t use ASCII system
Numbers o980 F g Llgxll
ASCllcl o=l plad] aul g s)lisl ol
word 2016 you can insert online pictures Jlsw Sl>g
T wlexll
Offsite backup wls> )izl Jldw Silog
cloud sorage wlg=l 4cgi g Jods google drive 3)g.0 izg

17:29

), where ~one through the developmen
decades. The history of the computer goes back sey
f computers. Started from basic calculators to the B;
in many generations. Each generation is definec

g fundamentally how computers operate - leading t

t and robust machines.

)56) Third Generation (1964 to 1971) F
Using Integrated Circuits
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<JLAJ >JLVJ used to move one cell left, right, up or down directions.

p

( (
TAB Key . used to move the active cell one column to the right in the worksheet.
<

" CTRL ]_'_ ‘Home ] ( used to move the active cell to cell A1 in the worksheet.



@ Local Data Backup and Restore
Advantages & Disadvantagesm

Advantages

Disadvantages

More time to restore than full backup.

Much faster than other backups

\

Complicated, since it may contain a large number of

Efficient use of storage. files and folders.

l; Differential Backup ]



follows:

New Start Menu

Microsoft has changed the start menu based on the experiences and feedback from the users. It is now more
comprehensive, efficient and modern. It has a tile-based start screen along with the classic features of a start
menu. The tiles on the start menu can display live contents making it an intuitive start. You can customize it right
on its place, such as resizing tiles or start menu it in or unpin applications etc.

Keyboard shortcut to open start menu(is “Ctrl+Esc” or simply press“Windows key” on keyboard. l..'




classified based on its size and performance. The computers are broadly cat

@ Supercomputer )

A supercomputer is a computer that performs at or near the currently highe
rate for computers. They are very expensive and have been used for
engineering applications that must handle very large databases or do agr
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What it's not input device:

1- mouse
2- keyboard
3- process
4- scanner

Answer:process



In windws 10, files can be delted
automaticaly, which will prevent your

hdd from filling too quickly? (T,f)
¥



CAN - Campus Area Network
@ k) )
network that is made up of an interconnection of LANs within a limited geographical area (somewhere

between LAN & MAN). For example, government agencies or a university, where each college within the university
has its own network and all networks are under the university umbrella.

BUILDING (2) NETWORK

BUILDING (1) NETWORK

NETWORK BUILDING (3) NETWORK

BUILDING (4) NETWORK




D) Review
: A) Page Layout
' 7 -The Tab commands help researchers & professionals in yragnley
- : " ~»B) References
: creating references in the document. .
: C) Mailing
: D) Review
N J




Tool Tip

A tooltip is a graphical user interface (GUI) element used in
conjunction with the cursor or mouse pointer to display
information about an item without needing to click on it. A

tooltip is also known as a hint, info tip or screen tip.
—

hter

s




recognition) to read your sticky notes.

Sketchpad: Enables you to create freehand drawings with pen tools and save it as
an image file.

Screen Sketch: Allows you to draw or annotate on a snapshot of the current
screen.




are some magnetic storage devices. Data is read from the hard drive by means of a read-write head on a mechanica
arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.

(. Portable External Hard Drive

A portable magnetic disk drive that is plugged into the computer via a USB or FireWire cable.

(‘ Desktop External Hard Drive ]
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to the computer would have both the program and file ﬁ - m

stored locally.

In contrast, “network applications” are tools and programs that utilize the internet or another network to
perform useful functions, such as file transfer from one point to another. Network applications use a client-server
format, in which both computers are connected to the network.
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These are optical plastic discs that store up to 700 MB of data and are normally used for multimedia applicati
There are several types in the market:

CD-ROM - Aread-only storage medium. The data is written on it before being sold by the manuf
turer. They are used to distribute software applications, video games, user guides, etc.

#O‘) CD-R - A recordable disc. It is written only once, and its contents cannot be overwritten.
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T —— '
between computers.

- \ /
\ /
\\/

. Ethernet cable )

An ethernet cable is a network wire that is used to connect different devices to
the internet or to other devices on the network, such as printers.



pre;:ieﬁnéd times.

Starting time

It is very important to set a starting time for each backup. There are some issues to be considered when choosing
the starting time. Scheduling backups when system use is as low as possible will speed up the backup process. A
connection drop might cause a backup failure. Also, any opened and in use files will not be backed up at all.
Therefore, most organizations start the backup process after working hours and have the computers backed up

overnight.




a) Compression
2 - The process of making available a usable copy of the b) Encryption

backed-up data is ~=c)yData restore

.............................................................................................................




therefore considered to be primary storage, while the internal hard drive is secondary storage

(. External Storage )

These are the storage devices that are externally connected and controlled by a computer but are{not integrated\
with it. There are usually three main categories of storage devices:

* Optical Storage



. _ a) Compression
2 - The process of making available a usable copy of the b) Encryption

backed-up data is ——¢)-Data restore

.............................................................................................................




used to move one cell left, right, up or down directions.

used to move the active cell one column to the right in the worksheet.

-

CTRL |+ [Home ] ( used to move the active cell to cell A1 in the worksheet.



@3 Local Data Backup and Restore

Advantages & Disadvantages of Incremental Backup

Much faster than other backups ) More time to restore than full backup.
Efficient use of storage. Complicated, since it may contain a large number of

files and folders.

4@ Differential Backup i



follows:

New Start Menu

Microsoft has changed the start menu based on the experiences and feedback from the users. It is now more
comprehensive, efficient and modern. It has a tile-based start screen along with the classic features of a start
menu. The tiles on the start menu can display live contents making it an intuitive start. You can customize it right
on its place, such as resizing tiles or start menu itself and pin or unpin applications etc.

L ——
Keyboard shortcut to open start menu Ir(Ctrl+Esc" or simply press“Windows key” on keyboard. ' ...'

e

m



therefore considered to be primary storage, while the internal hard drive is secondary storage

c. External Storage )

These are the storage devices that are externally connected and controlled by a computer but are not integrated
wi devices: o

* Optical Storage



Drive team (4o sa¥/ s g3 cilasans

1- The supercomputer is very expensive and used by engineering and scientific applications.
True
False

DVD-RW
DVD-R
HD-DVD sort of (optical storage )

3- Each device can transmit and receive the information, but not at the same time
Half-duplex

Simplex

Protocol

xxx
@Bl DIRECTION OF THE DATA
4 i [~

SENDER (DEVICE) RECEIVER (DEVICE)

Simplex
Half duplex
Full duplex

5-




7- 21) TAB KEY used to move the active cell one column to the right in the
worksheet.

Al
B. F

8_ p L | [P Holds instructions and data that the processor is currently working with.
A. RAM
B. ROM
C. HDD

20) cuverssssennennennennes MeEANS storing data in storage devices that are locally attached to the
1 O_ computer.

A. Local Storage

B. Internal Storage

C. External Storage

1 1 _ 1 13 | SO is a cloud storage service provided by Microsoft.
A. Dropbox
B. OneDrive
C. None of the Above

12- Allows you to draw or annotate on a snapshot of the current screen.
Sketchpad
Screen Sketch

13- Hardware device used to share a single internet connection to multiple computers
Hub

Jitter

Router

14- American Standard Code for Information Interchange.
ASCII
Hub

15- used to lock the selected rows and columns in place to keep them locked while the rest of the
sheets moving.

Freeze Panes

Removing a Password

Encrypt with Password

16- v In Excel 2016,Keyboard Shortcut 11

"CTRL +P" is used to Pinning a
recent document. *

True

@ False 7



1 7_ g PRINTER (G
T @ ﬁ. TABLET
DESKTOP -E L -E .>>)--,.@J MOUSE
COMPUTER g;é‘ COMPUTER . ,ﬂ'
ro'-’ - MOBILE
PAN
LAN
MAN
CAN
J,u. A feature of Windows 10 for creating
18- system backup is called as System
*.Image or System Restore
True @
False ()
10- allows you to print on the selected range of cells to avoid printing in the entire sheet.
Print Titles
Print Area
20-

a

Microsoft’s Windows Server.
Network interface card suite

21 s consists of various components having different functions and features

Servers

Computer network
Network Components



22- Google Drive is A cloud storage service that provides users the ability to share files online
with many users at any time and to collaborate with others on a particular document at the same
time.
True
False

23 is designed to store large amounts of data and especially high-de!nition videos. The
sizes range from 25 to 50 GB. They are in the form of BD-ROM, BD-R, and BD-RW.

Blu - Ray Disc (BD-Optical Disc)

DVD-ROM

DVD-RW

24- Dropbox is kind of?
Optical storage
Cloud storage

25- in Windows 10, files can be deleted automatically , which will prevent your hdd from filling too
quickly?

True

False

26- A pen drive memory unit, data stick, keychain drive, etc.
Flash Drive
Memory Card

frem lsadl 1S5 1S5 Jghamg ssm Syl Gipmar i VTV 09 5 Sl L -27
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Transmission media
Hub
Network interface card

29- i, A computer network that connects multiple LANs at dilerent locations
CAN - Campus Area Network

MAN - Metropolitan Area Network

WAN - Wide Area Network

30- Google drive pre installed in windows10?
True
False

31- computer involves hardware and software?
True
False



32- The word ‘Computer’ is basically derived from the word ?
compute
Collect

33- Offsite backup copies of the source data in a same geographical location?
True
False

34- device that is externally connected and controlled by a computer but are not integrated with it is
called?

External Storage

Optical Storage

Magnetic Storage

35- The computer is integration of hardware and software with different types of peripherals?
True
False

36- OneDrive Online cloud storage service provided by ?
Microsoft
Google

37- In data communications system , The data flow describes the direction of the messages sent via a
communication channel.

True

False

38- L

Google Drive

Cloud storage

39- Much faster than other backups?
Full Backup

Incremental Backup

Dilerential Backup

40- which of the following is storage device?
Hard disk
Mic

41-.ns describes the direction of the messages sent via a communication channel.
Jitter

Data Flow

Computer Networks



42-Text functions is?
LOG

DELTA

LEN

43-A tooltip is a graphical user interface (GUI) element used in conjunction with the cursor or
mouse pointer to display information about an item without needing to click on it.

Smart Lookup

Tool Tip

43-Command line inter face also known as?
Character based

44-............. is a workspace, which is organized into rows and columns. and used to keep and
manage information in the form of a table.
A Worksheet

Uaig o can 188 5l Gusae o8 13 gl 1935 saac¥ |y Cigduall (i) ,La5-45

45-A text processor provides variant common useful features, such as:
reference and citations

46-Example of operating system :
MS-word

MS- excel

MS-DOS

MS-outlook

47- Which one of these not operating system
Macos

Microsoft

Android

MS outlook

48— Plamtipe computer that have no keyboard but the screen serves both as input and output device.
T
F

49/ In online backup, the storage medium is located offsite
and connected to the backup source by a network or internet
connection.

T

F



50- which of the following is not output?
Speaker

Monitor

Printer

Scanner

51-one of features of computers high processor speed?

select what type of memory device this is:
primary memory

54-is a portable computer with integrated screen and keyboard
laptop

55-used to store , restore , share files,pics, documents , videos with different devices and can be
accessed from anywhere
One drive

56- computer network is identified as a connection and interaction between two or more computers?
true

57- you can insert a background like watermarks ,and insert page colours and borders to your page
true

58- feature of windows that allows you to create regular and scheduled backups for your computer
file history

59- what generation used artificial intelligence?
Fifth generation

60-Microsoft windows is linux based?
true



61-.......... is a collection of multiple applications , like MS word , MS excel and MS outlook?
Microsoft office

62- in excel 2016 a column is the horizontal separation in the sheet(T or F)
false

63- most organizations start the backup process after working hours and usually run them overnight?
true

64- the error......... occurs when something is devided by zero, a cell that contains the value (zero) or an
empty cell?
IDIV/0

65- an example for a simplex data flow mode
TV broadcast

66- advantages of HDDs are:
portable and affordable

67- what is not an OS ?
Microsoft outlook

68- most computers store files in the hard disk , which allows instant access for the user?
true

71-

72-

73-




75-

76-

77-

78- In excel you can freeze sequential cells and non-sequential?
T
F

VPV axil gea9 Aol A yulf asILs




-graphical illustration of information
a-font

B-chart

C-styles

-Copies of the source data in a different geographical location
a-local backup

B- offsite backup

-super computers is used nuclear energy research

False

-the offsite backup is used to keep copies of the data in the same physical location
where the source data exists.
True

This is - ,itis considered as?
Primary memory
Secondary memory

-stores large amounts of data, specifically high-definition videos
Magnetic storage

- It is written only once, and its contents cannot be overwritten.

Cd rw



-Output device :
Keyboard

Screen

-which one is not an output device
Monitor
Speaker

-Virtual desktop allows you to use pen input in different apps or annotate on
snapshot of your current screen.

True

-Cortana is a voice-activat- ed personal digital assistant, which provides relevant
suggestions and alerts

False

-what is the third generation
Vacuum

-what is the second generation
Artificial

-An example of command line interface

L
>
c
x

-command line interface is also called

Graphical user



-resource management and providing user interface is the function of operating
system

False

-open source o0s
windows

-Text processor provides variant useful features such us referencing and citations

False

-Windows 10 has built-in tools to support the process of zipping files or folders.

False

What type of memory?

Secondary

-holds the frequently required instructions and data that the processor is
currently working on

HDD

-which of these refers to the pic
Router




BUILDING (2) NETWORK

BUILDING (1) NETWORK

NETWORK BUILDING (3) NETWORK

BUILDING (4) NETWORK

This refers to?

LAN

@)l DIRECTION OF THE DATA

nm -

SENDER (DEVICE) RECEIVER (DEVICE)

What type of flow is this?
Half duplex

-that only one device can transmit the data, and the other device will act as a
receiver only, so messages are sent in only one direction
Full duplex

-data communication system consists of five components which are sender,

message,transmission medium protocol and
Cable

-A computer network do not allow multiple users to use a single internet

connection
True
HEADSET
What type of network is this? Q PRINTER 'z)
X @ . TABLET
DESKTOP DESKTOP Y
Man COMPUTER -E COMPUTER-.E ,')))) e MOUsE

= e l

@ - MOBILE

CAMERA Ty



-Most computers save files to the :

Optical

-System software is designed to provide interface

False

-Freeze panes is used to freeze sequential and non - sequential cells
True

- primary memory is magnetic disk drive that is plugged into the computer

via a USB
True

-remote backup is Slow transfer as it depends on internet connection

True) ' ¢ 4aia
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Is a low-cost, high-capacity physical storage medium that permanently

stores the operating system "les, software applications, user’s personal "les, etc. Its
storage capacity can range from 120 GB to 4 TB, these advantages for which kind
of storages

A-hard disk drive (HDD)

B-compact disc (CD)

C-digital versatile disc (DVD)

Which of the answers the picture refers to it
A-ram
A-rom

=

Printor E

—_— A ;
Desktop [
.
|

Maobile

This picture refers to which kind of network categories
A-PAN - Personal Area Network

B-LAN - Local Area Network

C-MAN - Metropolitan Area Network

D-CAN - Campus Area Network



Which of the following answers describes (WAN - Wide Area Network)
A-Bluetooth

B-air drop

C-personal hotspot

D-internet

A computer network is an interconnection of a group of computer systems and
other hardware at different locations.

-true

-false

Most computers save files to the hard disk, which allows instant access for users.
-true
-false

Which of the following is an output device?
A-keyboard

B-mouse

C-monitor

D-scanner

The system must guarantee the accuracy of the delivered message. Data that is
received is altered in transmission.

-true

-false

backup is used to keep copies of the data in the same physical location where the
source data exists.

1-Local backup

2-Online backup

3-Offsite backup

4-Google drive

one of the disadvantages of optical storage is slower than hard
disk drive

1-True

2-False



Computer network allows authorized users to access and store files and multimedia
remotely, instead of saving a copy on each computer

1-True

2-False

is a feature of Word2016 “tell me box™?

1-True
2-False

_____Isdefined as a collection of raw fact, figures or statistics which are collected
and processed to deduce information.

1-Data

2-Text

3-Information

4-Numbers

What are the popular text processors?
1-Apple page

2-Microsoft Excel

3-Outlook

4-OneDrive

Storage management is controlling all storage operations like how the data or files
will be stored in the computer and how the files will be accessed by the users
-True

-False

CD-R is recordable disk it is written only once and its cannot be overwritten
-True
-False

Rows are the vertical separation in the sheet
-True
-False



Is a graphical illustration of information
1-Hide
2-Cells
3-Chart

-------------- controls the instructions from the input and output devices and
processes them accordingly.

A-CU

B-CPU

C-AU

D-GUI

Generally, the software can be classified into System Software and Application
Software

-true

-false

TAB key used to move the active cell one column to the right in the worksheet.
-true
-false

Ribbon cannot be hide
-true
-false

Windows 10 has built-in tools to support the process of zipping files or folders.
-true
-false

Incremental backup slower than full backup
-true
-false

One drive is pre-installed on windows 10
-true
-false



LA

v Wig Vg
' 'l /i
]

1

This picture refers to which kind of network categories
A-PAN - Personal Area Network

B-LAN - Local Area Network

C-MAN - Metropolitan Area Network

D-WAN - wide Area Network

The------------- allows you to print on the selected range of cells to avoid printing
in the entire sheet.

A-print area

B-print titles

The------------- Using Transistors.
A-first generation

B-second generation

C-third generation

D-fourth generation

A supercomputer is A portable computer with an integrated screen and keyboard.
-true
-false

CPU consists of the Arithmetic Logic Unit (ALU) and the-------- :
A-GUI

B-CU

C-AU



OS manages all the running processes of the system.
A-storage management

B-process management

C-resource management

D-run application

A - Is an example for open source 0s
A-mac 0s

B-Microsoft windows

C-Linux

D-android

A text processor provides variant common useful features, such as:
A- Precision & Diligence

B-Versatility & Reliability

C-Huge Storage

D-Referencing and Citations.

------------ Is the variance in the arrival time of the data packets over the network.
A-delivery

B-accuracy

C-timeliness

D-jitter

Does the portable hard disk refer to primary storage?
-true
-false

The maximum capacity of CD-R
A-700 MB

B-4.7 GB-17 GB

C-25 GB-50 GB

D-100 GB

--------- It is an example of offsite backup.
A-FTP

B-online backup

C-cloud backup



Itis a storage method that stores the data in the form of magnetized dots as a combination of 1s or 0s. The following
are some magnetic storage devices. Data is read from the hard drive by means of a read-write head on a mechanical
arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.

@ Portable External Hard Drive ]
A portable magnetic disk drive that is plugged into the computer via a USB or FireWire cable.

Q Desktop External Hard Drive ]

It has the same functionality as a portable drive, but is designed for stationary use. The major difference between
these drives is that the portable drive does not need a powered connection, as is it powered by the USB, whereas the

desktop drive needs a separate power connection.

Magnetic Storage- Advantages and Disadvantages
The following table lists some advantages & disadvantages of Magnetic Storage.

« Portable and affordable storage with high storage capacity. + Can be easily damaged and will eventually stop
e e, g s oy computer from working.

« Persistent storage and longer life span. « Loss of data due to disk crash.

« Fast access and retrieval times compared to optical storage « Lower access rate than RAM, ROM and Solid State Drives.

devices. « High power consumption.



Advantages & Disadvantages of Incremental Backup

Much faster than other backups More time to restore than full backup.
———

Efficient use of storage. Complicated, since it may contain a large number of

z files and folders.



In contrast, “network applications” are tools and programs that utilize the internet or another network to
perform useful functions, such as file transfer from one point to another. Network applications use a client-server
format, in which both computers are connected to the network.

A server is programmed to provide services to a client, which can be a desktop, a laptop, or even an iPhone. The
server could be any of these, but it is typically a computer in the data center.

An example of a typical network might be a client computer running a web client program (web browser), such as
Firefox, Google Chrome, or Microsoft Edge, with the server running a web server program like Apache or Microsoft
Internet Information Server. Data can be saved locally on the client or on the server, but it operates over a network
rather than on either individual computer.



OneDrive

OneDrive is an online cloud storage service provided by Microsoft that allows you to store files in the cloud and
access and share them anytime, anywhere on your PC, tablet, or phone. It lets a user easily back up, store, and
share photos, videos, documents, and more - anywhere, on any type of device. OneDrive is Eve-installed on
Windows 10, and it also works on Mac, Android, and iOS.

——

{. 1 - OneDrive Setun ]
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C‘ Switch )

A switch is a hardware device that connects multiple devices together to

receive and process data and to forward it to its destination. The switch works
as a control unit in the electronic circuit (on and off), where it connects

network segments.

‘E Router )

A router is a device that is used to connect a computer to the internet, share a
single internet connection with multiple computers, and forward data
between computers.

l f‘ Etharnat rahla b



G Cloud Backug

This term is often used interchangeably with Online Backup and Remote Backup. Cloud backup refers to backing
up data to a remote storage, cloud-based server. The cloud server is accessible to a computer via an internet
connection. This strategy involves backinguo data over the internet to an offsite server, hosted by a third-party
service provider. The provider charg s%¢d on the usage capacity. Following are some popular Cloud

Backup Services:
Google Drive Dropbox OneDrive




A

may inciuae ail aata types. >O0me aata wiil De convertea, aepenaing on Iits type. ror exampie, text is convertiea into
binary, and images into pixels, whereas the other types will be sent as it is.

C‘ 5 - Protocol

When two devices establish a connection, no communication can be accomplished without an agreement on the
rules that will be followed during this communication. Therefore, when two devices communicate, they need an
agreement; this agreement, called a protocol, i les that encode and decode messages and govern and

sa ission between com rs on the network.




Spreadsheets

Ribbon includes a set of co ds located below di t tabs. Every tab
is split into groups, having logically re ands.

A Ribbon

This field, positioned to the right of the ribbon tabs, lets fast access to Excel

B |TeNMe Box commands and functions you need to use.

II CHAPTER ‘

You can show or hide a ribbon to maximize or minimize your workspace. You
T LR ERO LY could select from the options: Auto-hide the ribbon, show Tabs simplest or
show Tabs and instructions.

A Worksheet is a workspace, which is organized into rows and columns.
Used to keep and manage information in the form of a table.

D Worksheet

The intersection of a row and a column in a worksheet is called a cell. An

E Cell and Active cell
; active cell is the one which is selected in the sheet with a green outline.

Columns are the vertical separations in the sheet. The Column has sequential

F Columns
letters at the top as A, B, Cetc.

Rows are the horizontal separations in the sheet. This rows named in the left

G Rows
side of the worksheets as 1, 2, 3, etc.

Name box is just beside the formula bar which recognizes the selected cells and
any other objects on the worksheets. Every cell has its own address recognizes
by the column and the row number (Example A1, B16, Z28 - where alphabet
represents the Column and number represents the Rows).

H Name Box

| FormulaBar Formula bar is mainly used to enter a formula to calculate cell data.

) [ShestTab At the bottom of the worksheet where the name of the sheets is displayed.
Sheet tabs help manage different worksheets.

At the bottom of the worksheet, status bar show count, sum, and an average of

selected cells of data. It contains view buttons, zoom slider, and a zoom button.

K Status Bar
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t AGREEMENT BETWEEN THE COMMUNICATION DEVICES
Q PROTOCOLS

‘. 1-Sender ]

The sender is the hardware device that sends the message. It can be a computer, telepho
video camera, or any other device that can send data. Normally, a computer is used as t
communication systems.

“ 2 - Receiver ]

The receiver is a device that can receive a sent message. It can be a computer, worksta
television, printer, fax machine, or any other computer-related device. The receiver must
the message.

- Transmission mediu '

The transmissi FpySical path that connects the sender with the receiver,
data between the sender and receiver. It can be wires, such as twisted-pair, hub, cables, o
wireless, such as microwaves and radio waves.

“ 4- Message )

The message is the actual data or information to be communicated between the sender a
may include all data types. Some data will be converted, depending on its type. For exam|
binary, and images into pixels, whereas the other types will be sent as it is.

(‘ 5 - Protocol ]




Popular Text Processors

There is a variety of Text Processors available in the market from different companies to support variant operating

systems. Some of the popular examples are as follows:

(. Apple Pages

)

‘Pages’ is a text processor and a part of a productivity suite called iWork along with both
Keynote and Numbers, and is recognized for its user-friendly, intuitive interface. It is a
product of Apple which supports and runs in the Apple products such as Mac Book and
iPhone, with macOS and iOS operating systems. Pages have distinct features to create and
collaborate the documents. Its powerful word processor helps you create documents by
touch devices to illustrate with hands and allows you to collaborate your documents with
any devices and anywhere to work with your group in the real-time. It is compatible with
mobile devices such as iPhone.

6 Microsoft Word 2016 ]

Microsoft Word is the text processor, which is one of the programs of MS Office 2016 suite.
It is developed by Microsoft Corporation. MS word supports the different operating
systems such as Windows and macOS. It can be installed and run in the microcomputers

such as smartphones, tablets. MS Word let's you create attractive documents with a

different type of ;emelates such as Letters, Flyers, Brochures, Manuals, CVs and more. It
also allows you to collaborate your work with anyone. Word 2016 has various features suc

as inserting online pictures which can be helpful to create the documents.



S WL
Windows Ink
ASThe world i1s moving towards the mobile and touch based computing, Windows

10 has introduced the Windows Ink feature. I allows you to use pen input in - [ERSSEEREm,S

different apps or annotate on snapshot of your current screen. If you have a touc
wmmmmmm'& Area of the Taskbar |

by default. Otherwise, to activate it, you need to Right-Click on the Taskbar and

choose “Show Windows Ink workspace button.” When you click on Windows Ink

icon, a sidebar of the Windows Ink workspace appears, which usually has the
following options:

Sticky Notes: Allows you to create brief sticky notes by using pen tools such as
adding a schedule reminder. Windows uses character recognition (or handwriting

recognition) to read your sticky notes.

Sketchpad: Enables you to create freehand drawings with pen tools and save it as




v

@ Android )

Android is one of the Linux based operating systems developed by Google and the Open Handset
Alliance (OHA), a coalition of more than 30 hardware, software and telecom companies. It is designed
"l primarily for mobile and touchscreen devices such as Smartphones and Tablets. Android’s User Interface

is mainly based on touch gestures tha ond to real-world actions, such as swiping, tapping and
_pinching along with a virtual keyboard for text input.

Android is now the most popular mobile OS providing lots of exciting features. Its open nature has
encouraged a large community of developers to develop Android based applications (or apps). Thus,
Google Play Store has over billions of android apps.



Uperauny dystern dare: :]:ﬂ
‘é Storage Management )

the storage operations like how the data or files will be stored in the computer and
the operations which are responsible forstoring and

(@

accessing the files are determined by OS.

(‘ Process Management ]



users simultaneously.

C‘ Micro Computers ]
Desktop Computer: A personal ter, sufficient to fit on a desk and is designed for
regular use at a single location due to its size an erre ts.




/WM
(‘ Supercomputer J

A supercomputer is a computer that Eerforms at or near the currently highest operational
rate for computers. They are very expensive and have been used for scientific and
engineering applications that must handle very large databases or do a great amount of
computation. They are utilized for specialized applications that require immense amounts
of mathematical calculations. For example, weather forecasting, animated graphics,
dynamic calculations, nuclear energy research, and petroleum exploration etc.
W—-\—’
has a total of 197,568 processor cores and 790TB of aggregate memory.
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The computer is integration of hardware and software with different types of
peripherals. Computer works with the support of hardware devices and software
programs. Detailed study of the same is covered in approaching sessions and

chapters. Hardware devices consist of input and(oUtpui_devices referred as the
hysical components of a computer. Software applications referred as the
background process consists of programs coded with different programming

languages to interact graphically with the computer machine.




Overview of Text Processing

The application used for text processing is commonly known as a Word Processor. A word processor enables you
to create a document, store it electronically on a disk, display it on a screen, modify it by entering commands and
characters from the keyboard, and print it on a printer. These documents can be closed and opened again to
continue working on them. The major advantage of text processing is that you can make changes without
retyping the entire document.

A text processor provides variant common useful features, such as:

==
Font and Formatting Options.

Referencing and Citations.

Spelling checker.

f

Design and Layout.

E1ES

Smart tools such as ‘Tell me box; Lookup, etc.



<

calculate and analyze the data in a fraction of a second! Here y'ou will be helped to learn p'r'actical skills using
different approaches in MS Excel!

List of Acronyms

An expression to perform calcu using mathematics equatio

A predesigned formula which performs calculations automatically.
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Magnetic Storage

- §

It is a storage method that stores the data in the form of magnetized dots as a combination of 15 or

are some magnetic storage m@@@w mect
arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.

netic disk drive that is plugged into the computer via a USB or FireWire cable.

A portable ma
S sktop External Hard L
4 the same functionality as a portable drive, but is designed for stationary use. The major difference be

drivec ic that tha nartahla Ariva dnoc nat nood a nawarad Fannactinn ac ic it meaunrad b tha | 1IC0D whare




form of Offsite.

rage medium is physlcally shifted to a different location, such as another bunldlng _Ren

C. Remote Backup
& of offsite backup where the data acked up apart from the source data :

a different physucal locatl®

he backup storage facullty to access
abart from the source data. The ternj“remote [efers to the ability to control or administer the backup:

e backups The data is remotely backed up i.e. a copy of data is

1
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Itis a storage method that stores the data in the form of magnetized dots as a combination of 1s or 0s. The following
are some magnetic storage devices. Data is read from the hard drive by means of a read-write head on a mechanical
arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.

@ Portable External Hard Drive ]
A portable magnetic disk drive that is plugged into the computer via a USB or FireWire cable.

Q Desktop External Hard Drive ]

It has the same functionality as a portable drive, but is designed for stationary use. The major difference between
these drives is that the portable drive does not need a powered connection, as is it powered by the USB, whereas the

desktop drive needs a separate power connection.

Magnetic Storage- Advantages and Disadvantages
The following table lists some advantages & disadvantages of Magnetic Storage.

« Portable and affordable storage with high storage capacity. + Can be easily damaged and will eventually stop
e e, g s oy computer from working.

« Persistent storage and longer life span. « Loss of data due to disk crash.

« Fast access and retrieval times compared to optical storage « Lower access rate than RAM, ROM and Solid State Drives.

devices. « High power consumption.



Advantages & Disadvantages of Incremental Backup

Much faster than other backups More time to restore than full backup.
———

Efficient use of storage. Complicated, since it may contain a large number of

z files and folders.



In contrast, “network applications” are tools and programs that utilize the internet or another network to
perform useful functions, such as file transfer from one point to another. Network applications use a client-server
format, in which both computers are connected to the network.

A server is programmed to provide services to a client, which can be a desktop, a laptop, or even an iPhone. The
server could be any of these, but it is typically a computer in the data center.

An example of a typical network might be a client computer running a web client program (web browser), such as
Firefox, Google Chrome, or Microsoft Edge, with the server running a web server program like Apache or Microsoft
Internet Information Server. Data can be saved locally on the client or on the server, but it operates over a network
rather than on either individual computer.



OneDrive

OneDrive is an online cloud storage service provided by Microsoft that allows you to store files in the cloud and
access and share them anytime, anywhere on your PC, tablet, or phone. It lets a user easily back up, store, and
share photos, videos, documents, and more - anywhere, on any type of device. OneDrive is Eve-installed on
Windows 10, and it also works on Mac, Android, and iOS.

——

{. 1 - OneDrive Setun ]
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C‘ Switch )

A switch is a hardware device that connects multiple devices together to

receive and process data and to forward it to its destination. The switch works
as a control unit in the electronic circuit (on and off), where it connects

network segments.

‘E Router )

A router is a device that is used to connect a computer to the internet, share a
single internet connection with multiple computers, and forward data
between computers.

l f‘ Etharnat rahla b



G Cloud Backug

This term is often used interchangeably with Online Backup and Remote Backup. Cloud backup refers to backing
up data to a remote storage, cloud-based server. The cloud server is accessible to a computer via an internet
connection. This strategy involves backinguo data over the internet to an offsite server, hosted by a third-party
service provider. The provider charg s%¢d on the usage capacity. Following are some popular Cloud

Backup Services:
Google Drive Dropbox OneDrive
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may inciuae ail aata types. >O0me aata wiil De convertea, aepenaing on Iits type. ror exampie, text is convertiea into
binary, and images into pixels, whereas the other types will be sent as it is.

C‘ 5 - Protocol

When two devices establish a connection, no communication can be accomplished without an agreement on the
rules that will be followed during this communication. Therefore, when two devices communicate, they need an
agreement; this agreement, called a protocol, i les that encode and decode messages and govern and

sa ission between com rs on the network.




Spreadsheets

Ribbon includes a set of co ds located below di t tabs. Every tab
is split into groups, having logically re ands.

A Ribbon

This field, positioned to the right of the ribbon tabs, lets fast access to Excel

B |TeNMe Box commands and functions you need to use.

II CHAPTER ‘

You can show or hide a ribbon to maximize or minimize your workspace. You
T LR ERO LY could select from the options: Auto-hide the ribbon, show Tabs simplest or
show Tabs and instructions.

A Worksheet is a workspace, which is organized into rows and columns.
Used to keep and manage information in the form of a table.

D Worksheet

The intersection of a row and a column in a worksheet is called a cell. An

E Cell and Active cell
; active cell is the one which is selected in the sheet with a green outline.

Columns are the vertical separations in the sheet. The Column has sequential

F Columns
letters at the top as A, B, Cetc.

Rows are the horizontal separations in the sheet. This rows named in the left

G Rows
side of the worksheets as 1, 2, 3, etc.

Name box is just beside the formula bar which recognizes the selected cells and
any other objects on the worksheets. Every cell has its own address recognizes
by the column and the row number (Example A1, B16, Z28 - where alphabet
represents the Column and number represents the Rows).

H Name Box

| FormulaBar Formula bar is mainly used to enter a formula to calculate cell data.

) [ShestTab At the bottom of the worksheet where the name of the sheets is displayed.
Sheet tabs help manage different worksheets.

At the bottom of the worksheet, status bar show count, sum, and an average of

selected cells of data. It contains view buttons, zoom slider, and a zoom button.

K Status Bar
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t AGREEMENT BETWEEN THE COMMUNICATION DEVICES
Q PROTOCOLS

‘. 1-Sender ]

The sender is the hardware device that sends the message. It can be a computer, telepho
video camera, or any other device that can send data. Normally, a computer is used as t
communication systems.

“ 2 - Receiver ]

The receiver is a device that can receive a sent message. It can be a computer, worksta
television, printer, fax machine, or any other computer-related device. The receiver must
the message.

- Transmission mediu '

The transmissi FpySical path that connects the sender with the receiver,
data between the sender and receiver. It can be wires, such as twisted-pair, hub, cables, o
wireless, such as microwaves and radio waves.

“ 4- Message )

The message is the actual data or information to be communicated between the sender a
may include all data types. Some data will be converted, depending on its type. For exam|
binary, and images into pixels, whereas the other types will be sent as it is.

(‘ 5 - Protocol ]




Popular Text Processors

There is a variety of Text Processors available in the market from different companies to support variant operating

systems. Some of the popular examples are as follows:

(. Apple Pages

)

‘Pages’ is a text processor and a part of a productivity suite called iWork along with both
Keynote and Numbers, and is recognized for its user-friendly, intuitive interface. It is a
product of Apple which supports and runs in the Apple products such as Mac Book and
iPhone, with macOS and iOS operating systems. Pages have distinct features to create and
collaborate the documents. Its powerful word processor helps you create documents by
touch devices to illustrate with hands and allows you to collaborate your documents with
any devices and anywhere to work with your group in the real-time. It is compatible with
mobile devices such as iPhone.

6 Microsoft Word 2016 ]

Microsoft Word is the text processor, which is one of the programs of MS Office 2016 suite.
It is developed by Microsoft Corporation. MS word supports the different operating
systems such as Windows and macOS. It can be installed and run in the microcomputers

such as smartphones, tablets. MS Word let's you create attractive documents with a

different type of ;emelates such as Letters, Flyers, Brochures, Manuals, CVs and more. It
also allows you to collaborate your work with anyone. Word 2016 has various features suc

as inserting online pictures which can be helpful to create the documents.



S WL
Windows Ink
ASThe world i1s moving towards the mobile and touch based computing, Windows

10 has introduced the Windows Ink feature. I allows you to use pen input in - [ERSSEEREm,S

different apps or annotate on snapshot of your current screen. If you have a touc
wmmmmmm'& Area of the Taskbar |

by default. Otherwise, to activate it, you need to Right-Click on the Taskbar and

choose “Show Windows Ink workspace button.” When you click on Windows Ink

icon, a sidebar of the Windows Ink workspace appears, which usually has the
following options:

Sticky Notes: Allows you to create brief sticky notes by using pen tools such as
adding a schedule reminder. Windows uses character recognition (or handwriting

recognition) to read your sticky notes.

Sketchpad: Enables you to create freehand drawings with pen tools and save it as




v

@ Android )

Android is one of the Linux based operating systems developed by Google and the Open Handset
Alliance (OHA), a coalition of more than 30 hardware, software and telecom companies. It is designed
"l primarily for mobile and touchscreen devices such as Smartphones and Tablets. Android’s User Interface

is mainly based on touch gestures tha ond to real-world actions, such as swiping, tapping and
_pinching along with a virtual keyboard for text input.

Android is now the most popular mobile OS providing lots of exciting features. Its open nature has
encouraged a large community of developers to develop Android based applications (or apps). Thus,
Google Play Store has over billions of android apps.



Uperauny dystern dare: :]:ﬂ
‘é Storage Management )

the storage operations like how the data or files will be stored in the computer and
the operations which are responsible forstoring and

(@

accessing the files are determined by OS.

(‘ Process Management ]



users simultaneously.

C‘ Micro Computers ]
Desktop Computer: A personal ter, sufficient to fit on a desk and is designed for
regular use at a single location due to its size an erre ts.
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(‘ Supercomputer J

A supercomputer is a computer that Eerforms at or near the currently highest operational
rate for computers. They are very expensive and have been used for scientific and
engineering applications that must handle very large databases or do a great amount of
computation. They are utilized for specialized applications that require immense amounts
of mathematical calculations. For example, weather forecasting, animated graphics,
dynamic calculations, nuclear energy research, and petroleum exploration etc.
W—-\—’
has a total of 197,568 processor cores and 790TB of aggregate memory.
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The computer is integration of hardware and software with different types of
peripherals. Computer works with the support of hardware devices and software
programs. Detailed study of the same is covered in approaching sessions and

chapters. Hardware devices consist of input and(oUtpui_devices referred as the
hysical components of a computer. Software applications referred as the
background process consists of programs coded with different programming

languages to interact graphically with the computer machine.




Overview of Text Processing

The application used for text processing is commonly known as a Word Processor. A word processor enables you
to create a document, store it electronically on a disk, display it on a screen, modify it by entering commands and
characters from the keyboard, and print it on a printer. These documents can be closed and opened again to
continue working on them. The major advantage of text processing is that you can make changes without
retyping the entire document.

A text processor provides variant common useful features, such as:

==
Font and Formatting Options.

Referencing and Citations.

Spelling checker.

f

Design and Layout.

E1ES

Smart tools such as ‘Tell me box; Lookup, etc.



<

calculate and analyze the data in a fraction of a second! Here y'ou will be helped to learn p'r'actical skills using
different approaches in MS Excel!

List of Acronyms

An expression to perform calcu using mathematics equatio

A predesigned formula which performs calculations automatically.
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Magnetic Storage

- §

It is a storage method that stores the data in the form of magnetized dots as a combination of 15 or

are some magnetic storage m@@@w mect
arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.

netic disk drive that is plugged into the computer via a USB or FireWire cable.

A portable ma
S sktop External Hard L
4 the same functionality as a portable drive, but is designed for stationary use. The major difference be
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form of Offsite.

rage medium is physlcally shifted to a different location, such as another bunldlng _Ren

C. Remote Backup
& of offsite backup where the data acked up apart from the source data :

a different physucal locatl®

he backup storage facullty to access
abart from the source data. The ternj“remote [efers to the ability to control or administer the backup:

e backups The data is remotely backed up i.e. a copy of data is

1
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Fo
Full aupiex
®6- In excel Freeze Panes used to select sequential and non-sequential cells?
True
False

7-computer network is identified as a connection and interaction between two ¢






Excel template saved with
XItx.
Xlsx.
Xslx.
Xtlx.
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@ Android )

Android is one of the Linux based operating systems developed by Google and the Open Handset
. Alliance (OHA), a coalition of more than 30 hardware, software and telecom panies. It is designed
"' primarily for mobile and touchscreen devices such as Smartphones and Tableg. Android’s User Interface

is mainly based on touch gestures that correspond to real-world actions, such as swiping, tapping and
pinching along with a virtual keyboard for text input.

Android is now the most popular mobile OS proviging lots of exciting features. Its open nature has
encouraged a large community of developers to develop Android based applications (or apps). Thus,
Google Play Store has over billions of android apps.
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Magnetic Storage

It is a storage method that stores the data in the form of magnetized dots as a combination of 15 or

A portable ma

netic disk drive that is plugged into the computer via a USB or FireWire cable.
S sktop External Hard L e

4 the same functionality as a portable drive, but is designed for stationary use. The major difference be
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arm that scans the surface of the disk for the presence or absence of magnetism, or 1s and 0s.



form of Offsite.

rage medium is physlcally shifted to a different location, such as another bunldlng _Ren

C. Remote Backup
& of offsite backup where the data acked up apart from the source data :

a different physucal locatl®

he backup storage facullty to access
abart from the source data. The ternj“remote [efers to the ability to control or administer the backup:

e backups The data is remotely backed up i.e. a copy of data is
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1 Session 4 Spreadsheets

e Ribbon includes a set of commands located below dlﬁenn&tabs.
o Ribhon is split into group ps, having logically related commands.

=14, PO on d to 2 Mg o
B Tell Me Box commands and functions you need to use.
7 You can show or hide a ribbon to maximize or MINIMIZE
VAN  Ribbon Display Options could select from the options: Auto-hide the ribbon, s
9 show Tabs and instructions. ,; ;;_, -
<
—

$¢
‘ Wﬁs a workspace, which is o:ganlzed mo rows and colu
/4 D worksheet Usedtok ’
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is a computer that has complex hardware configuration with high-level computational
capacity.

- Mainframe computer

- Supercomputer v

- Microcomputer

Which one of this does NOT belong to microcomputer?
- Laptop

- Smartphone

- Mainframe +/

Typewriter enables us to enter text into computer by directly speaking into it, which
is termed as "speech-to-text?
- true

- false

is like backbone of a computer system.
- Windows

- Dperating system +

enable you to create free hand drawing with pen tools and save it as an image file.
- Sticky notes
- Sketchpad «”

- Screen sketch

allows you to easily switch running tasks/apps in small windows.

- Task view button
- Start button

Active language icon it allows you to switch between available languages or to
configure language preferences.

-True

- False



which one of this does NOT belong to parts of windows?

- Scroll bar

- Windows border

- Task bar &

To select multiple non-consecutive click on the SHIFT key ?
- True

- False ¢

To select multiple consecutive click on the key.
- ALT

- SHIFT
- TAB

from favorite i can change the language?
- True

- False

In Excel 2016, _key is used to select non-sequential cells.
-CTRL &

- TAB

-ALT

- SHIFT

In Word 2016, is the blinking vertical line in the work area.
- dialog box

- status bar

- insertion point &

- ruler

In Excel 2016, the Formula bar is used to enter a formula in a cell.

- true &

- false



Providing use interface is one of the Important function of an operating system.

- true &

- false

is the most commaon type of system software and is the backbone of a
computer system.

- storage device

- application software

- contral unit

- pperating system +/

The latest version of Apple’s operating system is called safari 2013
- true

- false

Excel 2016 enables you to secure your work and prevent unauthorized access to your
workbook with a password

- true v

- false

In word 2016, you can add or remove commandsto by simply clicking on the
customize arrow button on Its right

- dialogue box luncher

- quick access toolbar +

- ribbon display option

- work area

In word 2016, the write area in the middle of the word 2016 user interface is the
- dialogue box luncher

- quick access toolbar

- ribbon display option

- work area v/



By default, Excel 2016 workbooks are saved with the extension
- Xlsx v

- xslx

- xtlx

- xlpx

The acronym CLI stands for

- Connect Line Interface

- Command Line Interface
- Computer Line Interface

- Command Line Input

Which one of the following in not the features of computers?
- precision and punctuality

- slow and inaccurate v

- huge storage

- versatility and reliability

Which generation of computers use vacuum tubes?
- Ist generation

- 3rd generation

- ath generation

- 2nd generation

Computer means a device the accepts data, processes the input data to produce the
required output and stores it as required.

-true v

-false

A word processor is used to create a worksheet.
- true

-false &
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4. One of the advantages of using HDD is that it is:

B. Huge storage capacity

C. High power consumption
D. Prone to failure

7. In the data communication system, the is the actual data or information to be
communicated between the sender and receiver.

A. Cable

C. Hub

D. Protocol
13. A “full Computer backup” is called a , which means taking an image of the PC:

A. Incremental backup

B. Drive imaie

D. Differential backup

15. In the data communication system, the ‘receiver’ device must be capable of accepting
the message.

B. False

17. This is an example of:

A. Local backup

B. HDD backui

D. Onsite backup

19. is considered an offsite backup as the storage facility provided is a data center
located away from the source computer.

A. Online backuF

C. Compression
D. Local image

20. This is an example of:

A. Network interface card
B. Ethernet cable

D. Motherboard

21.Which component of the information systems is considered the most valuable to an
organization and the main target for hackers?

a. Hardware
b. Procedures

d. Protocol




26.Compressed drive image can not be restored in case of a computer crash.

a. True

31.FTP requires an internet connection.

B. False

33.The online cloud storage one drive is preinstalled on windows 10

B. False

34.When you compress files using Zip they take more storage space than their original
size.

A. True

35.Data visualizations can show patterns or trends of data in a pictorial format

B. False
36.0ne of the computer network characteristics ; the data is always altered.

A. True

39.Identify the data flow mode in the below diagram.

A. Complex

B. Half duEIex

D. Simplex

DIRECTION OF THE DATA AT TIME 1

===t e A DIREETIDN OF THE DATA AT TIME 2

. 42 Differential backup is slower than full backup . ( aS agiw LG e g35))

A. True

48.Incremental backup takes an image of your pc (image drive)

A. True
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Window 10 and android are examples of operating systems.

-true v

- false

Technology has been the driving force of change. In present
time of the 215t century. Which is known as a

-Digital era v/

-ICT

-Computer

-Software

Information & Communication Technology (ICT) plays a vital
role and been embraced and incorporated into our daily lives
-True

-False

Computer becomes an easy and useful tool for communication
that can provide various Kind of information

-True

-False

The computing technologies have altered conceptions of time
and distance

-True
-False

Computing technologies are being widely adopted and used in
education sectors, such as

-Universities

-Schools

-A&B v
-Nothing of above



The aim of saudi vision 2030 is to use ICT advancements of
human-computer interaction and automation with artificial
intelligence

-True

-False

To build modern and highly automated city named ........... in
accordance with saudi vision 2030

-NEOM v

-Hyberloop
-Qiddiya

As a part of the same vision, the country hopes to build a ........... )
a massive, high-speed pneumatic transit system that would
travel between several cities in Saudi Arabia and UAE

-NEOM

-Hyperloop v

-Qiddiya

They are projecting to build the world’s largest entertainment
city as part of an economic diversification strategy
-NEOM

-Hyperloop
-Qiddiya v/

We are from the generation where we have grown from infancy
from desktop to laptop within the last ......... decades

-Four

-Five

-There ¢

-Ten



There are ........ definable generations of computers. Started
from basic calculators to the Babbage’s engine initial computer
machine can be classified in many generations

-Four

-Five v/

-Three

-Ten

The generation of computers are five

-True v
-False

The first generation of computer used transistors
-True

-False

The third generation of computer started from 1940 to 1956
-True

-False

The fourth generation of computer was using microprocessors
1971 to 2010

-True

-False

The features of computer are
-High speed of calculation
-Attentiveness

-Precision, consistency

-Huge capacity to store the data

-all of above v

The fifth generation of computer started from 2010 onwards



-True v
-False

The computer is integration of hardware and software with
different types of peripheral

-True ¢

-False

........... devices consist of input and output devices referred as
physical components of a computer

-Hardware v/

-Software

-Computer

-Mouse

........... application referred as the background process consists
of programs coded with different programming languages to
interact graphically with the computer machine

-Hardware

-Software v/

-Computer

-Printer

The process of a computer involves the processors with the
data or information from the input devices and provides the
output.

-True v/

-False

Computer CPU is the ........ of the computer
-Heart

-Brain v/

-Backbones



-Head

Computers can do a lot in a short time while that task can take a
lot of time doing manually

True v
B.F

27.Everyone using computers of various sizes like
A Desktop
B. Laptop C. Palmtop

D. PDAS

E AFF above v/

28. Some examples of applications of computers.

A Software Development B. Networking and Communication
C. Visualization and Multimedia concepts

D. Information Security
All of above v/
29. The developments of various system software or

applications designed with the different programming
languages for different types of applications

A Software Development v

B. Networking and Communication



C. Visualization and Multimedia concepts
D. Information Security

Using advanced techniques of computers, data can be
presented in the combination of various forms such as audio,
text, animations, pictures, video and scribed content to make
the presentation very interactive way

Software Development

B. Networking and Communication

C. Visualization and Multimedia concepts v/
D. Information Security

The network can be defined as connection and interaction
between two or more computers using different sources such
as Wireless or Wired.

Software Development
B. Networking and Communication ¢

C. Visualization and Multimedia concepts
D. Information Security

32.To ensure the data is safe, protected with confidentiality,
authenticity various measures should be taken.

Software Development
B. Networking and Communication
C. Visualization and Multimedia concepts

D. Information Security &

Computer can be classified based on its size and performance.
The computers broadly categorized into four types

A. Supercomputer

B. Mainframe Computers



C. Mini Computers
D. Micro Computers

E. All of above<s/

........... are a type of computer that generally is known for their
large size, amount of storage, processing power and high level
of reliability.

A. Supercomputer

B. Mainframe Computers ¢

C. Mini Computers

D. Micro Computers

is a type of computer that possesses most of capabilities of the
features and a large computer but is smaller in physical size.
A. Supercomputer

B. Mainframe Computers

C. Mini Computers ¢
D. Micro Computers

is a computer that performs at or near the currently highest
operational rate for computers.

A. Supercomputer

B. Mainframe Computers
C. Mini Computers

D. Micro Computers

Examples of Micro computer are

A. Desktop Computer

B. Laptop Computer

C. Palmtop Computer/Digital Diary/Notebook/PDAs

D. All of above</



Using machine learning can communicate with humans and will be
able to take decision in the near future.

A true &

B, F

A personal or microcomputer sufficient to fit on a desk.

A.Desktop Computer &
B. Laptop Computer
C. Palmtop Computer/Digital Diary/Notebook/PDAs

A portable computer with an integrated screen and keyboard.
It is generally smaller in size than a desktop computer

A Desktop Computer

B. Laptop Computer ¢

C. Palmtop Computer/Digital Diary/Notebook/PDAS

41.A hand-sized computer. It have no keyboard but the screen
serves both as an input and output device.

A. Desktop Computer

B. Laptop Computer

C. Palmtop Computer Digital Diary/Notebook/PDAS &

42. They are very expensive and have been used for scientific
and engineering applications that must handle very large
databases or do a great amount of computation

A. Supercomputer <«

B. Mainframe Computers

C. Mini Computers

43. They are employed for specialized applications that require
immense amounts of mathematical calculations.

A. Supercomputer ¢

B. Mainframe Computers



C. Mini Computers

44. Which of the following using for weather forecasting,
animated graphics, fluid dynamic calculations, nuclear energy
research, and petroleum exploration

A. Supercomputer ¢

B. Mainframe Computers

C. Mini Computers

45. Which of the following using for nuclear energy research
A Supercomputer &

B. Mainframe Computers

C. Mini Computers

46. Shaheen Il system has a total of 197,568 processor cores
and 790TB of aggregate memory.

Atrue &

B.F

47.Shaheen Il was the ........ fastest supercomputer in the world.
A. Eighth

B. Seventh«/

C. Ninth

D. Tenth

They are primarily used by large organizations for special
applications requiring high volumes of data processing.

A. Supercomputer

B. Mainframe Computers <«

C. Mini Computers

D. Micro Computers



49.Mainframes are more powerful than supercomputers
because they support more simultaneous programs.

True &
B, F

50.Supercomputers can execute a single program faster than a
mainframe,

AT
B,F

........... is used in Ministry of Interior Riyadh
A. Supercomputer

B. Mainframe Computers <«

C. Mini Computers

D. Micro Computers

The main difference between a supercomputer and a
mainframe is that a supercomputer channels all its power into
executing a few programs as fast as possible

Trues/
B.F

A uses its power to execute many programs
concurrently,
A. Supercomputer

B. Mainframe Computers ¢/

C. Mini Computers
D. Micro Computers

54.1t fills the space between the mainframe and
microcomputer.

A. Supercomputer

B. Mainframe Computers



C. Mini Computers </
D. Micro Computers

55. The use of the term minicomputer has diminished and has
merged with servers which are capable of supporting from 4 to
about 200 users simultaneously.

AT &
B.F

Computer hardware comprises of some electromechanical
components.
A.TB,F

57. The components of computer are classified into........ parts
A.Four
B. Five

C. Three <&
D. Two

58. The components of computer
A. Input/Output Devices

B. System Unit

C. Memory Devices

D. All of above <

59. The example of the input devices
A. keyboard,

B. mouse,

C. scanner

D. All of above</

60. The example of the output devices
A. monitor screen



B.

printer

C. speaker
D. All of above</

Which of the following example of output device

A.
. scanner
. keyboard
. speaker

mouse

....... known as motherboard which consists integrated circuits.
. Input/ Output Devices

. System Unite?

. Memory Devices

.... Is well known as the heart of the computer.
. motherboard &

. CPU

. Mouse

. monitor screen

Motherboard consists of the main component called the Central
Processing Unit.

A.
B.

T
F

....... controls the instructions from the input and output devices and

process it accordingly.

A.
B.
C.
D.

Motherboard

CPU/
RAM

ROM



The shortcut for CPU is

A Central Processing Unit &
B. Control Processing Unit

C. Central Printing Unit

D. Control Printing Unit

CPU has registries for the temporary storage of the instructions.

A trues/
B, F

executes all the arithmetic and logical operations such as basic
additions, subtractions and comparisons (+, -, *, /, <>,=).

A. CU

B. ALUY

C. RAM

D. ROM

is like an execution unit which controls the rest of the computer
instructions and coordinates with other devices in the queues.
A.CU&

B. ALU

C. RAM

D. ROM

The shortcut for ALU is

A. Arithmetic Logic Unit

B. Arithmetic local Units/
C. Art Logic Unit

The shortcut for CU is
A. Call Unit



B. Control uniform
C. Control Unite/

......... basically stores the data or information
A. Input/ Output Devices
B. System Unit

C. Memory Devices &

After the process of the instructions carried out from the input
devices to the system unit. The data must be stored temporarily to
provide the instant output of the output devices. This memory named
as main memory.

Trues/
B.F

Main memory is also known as secondary memory
. True

B.F&/

The process of CPU will be working with the main memory device.

AT
B.F

To store the processed data for long-term, memory devices have
another type of memory called ............. storage devices

A. primary

B. RAM

C. secondary &

D. ROM

The examples of secondary memory are
A. Hard Disks



B. DVD
C. Flash drives

D. All of aboves?

Computer is a machine which requires both hardware and software.

Trues?
B. F

The necessity of software is to convert the data into user
understandable information so that the end user can interact easily
with the computer.

Trues/

B.F

A....... is a set of programs.

A. Hardware

B. software s/

C. Computer

D. Network

A program is nothing but set of instructions with step by step
procedure.

AT
B.F

Instructions are nothing but the commands given by humans to
run any program,

AT

False

The Basic Input and Output System (BIOS) is controlled by the
software.

Trues/



B.F

The shortcut for BIOS is

A. Basic OQutput and Input System

B. Basic Input and Output System <«
C. Basic In and Out System

D. Both Input and Output System

Generally, the software can be classified into........... types
A. Three

B. Four

C, Twos?

D. five

The types of software are System Software and Application
Software.

AT
B.F

.......... is designed to provide interface, which comprises
operating systems.

A. Application Software

B. System Software &

C. Storage Management

D. Run Applications

Application Software controls and manages the hardware
devices and other end user applications.
AT

B.F&/

It manages to perform all the utility functions, such as booting
up the computer and it is programmed to complete the loading



A. Application Software
B. System Software ¢

C. Storage Management
D. Run Applications

It mainly works in the background and requires little or no
user interference,

A. Application Software

B. System Software &

C. Storage Management

D. Run Applications

The example of System Software is a Device Driver software

AT
B.F

Device Driver software controls in the operations of a
particular device, such as Printer Driver software.
AT
B.F

Operating System is the most common System Software.

TV
B, F

An operating system is a ........ of a computer system.
A. Brain
B. Head
C. Heart

D. Backbone</

All computers, tablets and smartphones no need an Operating
System to function properly.



True

F&

Operating Systems are classified as User based and Interface based

Trues/
B.F

This type of OS is designed to manage the computer so that one user
can effectively do one thing at a time.

A Single-User Operating Systems ¢/

B. Multi-User Operating Systems

C. Command Line Interface

D. Graphical User Interface

a single user multitasking system is designed to deal with many
applications running at the same time by single user.

True</

B.F

This type of OS allows multiple users to work at the same time on a
computer, UNIX is an example of multi-user operating systems.

A. Single-User Operating Systems

B. Multi-User Operating Systems <«

C. Command Line Interface

D. Graphical User Interface

The examples on the single user operating system are
A Linux

B. MS-DOS &/

C. UNIX

D. Windows Server

The examples on the single user multitasking system are



A. WIN95
B. 10S
C. Android

D. All of above</

The examples on the Multi user operating system are
A. Linux

B. UNIX

C. macOS

D. All of above</

The types of operating systems according user interface are Command
Line Interface and Graphical User Interface

Trues/

B.F
Provides the easy user interface with pointing devices or touch
screens to select the icons from the screen.

A. Command Line &/ Interface
B. User Interface

C. Mouse

D. Printer

This types of operating systems are based on the command requires
written typing of commands to the computer, also called as character-
based operating systems.

A. Command Line Interface &

B. Graphical User Interface

C. UNIX

D. MAC OS

The command line interface features a ....... Box with white text



A. Read

B. Blacke/
C Yellow
D. Blue

Examples on the command line interface is
Windows

B Mac

C Limux

D. DOS</

Examples on the Graphical User Interface is
1. Windows

B. MAC

C. Limux

D. All of above</

32. The shortcut for Graphical User Interface is
A. GUL

B. GUIY
C. GSI

D. UG!

Systems are those used for direct control over electromechanical
equipment such as industrial robots

A. Real-Time Systems </

B. Batch Systems

C. Work system

D. None of above

They monitor external events and react instantaneously that is why
they are known as



A. Real-Time Systems &
B. Batch Systems

C. Work system

D. None of above

Examples on real-time systems are
A factory processes

B power stations

C. airplanes

D. all of above&/

Systems are used for running batch operations such as calculating and
printing of customers' bills.

A. Real-Time Systems

B. Batch Systems &

C. Work system

D. None of above

They often run a single task for hours or even days at a time.
A. Real-Time Systems

B. Batch Systems &

C. Work system

D. None of above

The main goal for OS is to provide the interface between the user and
the hardware.

Trues?
B. F

Functions of Operating Systems are
A. Storage Management
B. Process Management



C Resources Management
D. All of above

All the operations which are responsible for storing and accessing the
files are determined by OS



At dadle B3y,

1. A computer network is an interconnection of a
group of computer systems and other hardware
at different locations.

) 0500882307 | ol 2V
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saeedbooks.com

At dadle B3y,

5. In Word, you can insert a cover page, table,
pictures, shapes, chart, hyperlink, header footer,
equation, symbols, etc. in your document.

a. True b. False

Yol laaldadd g e )5l s paen (B —a ALY

a. True b. False
a Ay
A+ dale (825
2. e, allows you to print on the selected

range of cells to avoid printing in the entire
sheet.

a. Print Titles b. Print Area

c. Freeze Panes d. None of these

il WA aaday ~ guia 9 JSy Print Area — b :4kY)
ALK LAY el (e Yy Lo Uy o 6 g cludiy lasaas

6. Generally, the software can be classified into
two types: System Software & .................

a. Application Software b.

c. d.

a:dlay)

3. The following app is included in the

classification of 4

a. Cloud Storage b. Internal Storage

7. The following is one of Network Components,

which one is it? /

a. Hub b. Router

c. Local Storage d. DVD c. Ethernet cable d. Network Interface Card
A+ 4s 3k 8 Dropbox 2 a4y c Ay
4. The applications that are run on the 8. ..... is a network wire that is used to connect

computer and are not connected to other
computers are called:

a. Network applications b. Computers

¢. Stand-alone applications d. All of them

Lle i i ) a3 Y ) il o — ¢ ey

different devices to the internet or to other
devices.on.the network, such. as printers

a. Hub b. Ethernet cable

c. Router d. None of these

b Ay

2S5 5o B3l g elad¥l €I Y — gl s Gl saaall ALY © aeall aldl)
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9. The following type is one of categories of
networks, which one is |t?

_é fcn \-E
_é Lan \!_I -é Lan \n—l
g- = Hh
A AN ]
e
a. MAN b. WAN
c. CAN d. PAN

S as¥) i Jainal) e — aridaY)

Metropolitan Area Network
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At dadle B3y,

1. The computer is integration of hardware and
software with different types of peripherals.

a. True b. False

a ALy

5. Which is not an input device?

a. keyboard b. process

C. mouse d. scanner

(REENY

2. The system software is classified into:
Operating system & .......ccccuvne...

6. Supercomputer are very expensive and have
been used for scientific and engineering
applications.

a. browsers b. applications a. True b. False
. Aglay)
c. Device Drivers d. Output devices a e
A+ dale (825
c Ay
3. User Interface Operating System is classified 7o, is a collection of multiple programs

into: CLI & GUI

a. True b. False

a ALy

such as MS Excel, MS Outlook, MS Word.

a. Google b. Apple
c. iWork d. Microsoft Office
d ALy
A+ dadle B2

4. Cortana is a voice activated personal digital
assistant, which provides relevant suggestions
and alerts.

a. True b. False

a ALy

A+ Al o

8. Word 2016 has various features such as
inserting online pictures which can be helpful to
create the documents.

a. True b. False

a Ay

A+ dala B35
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At dadle B3y,

9. By default, a document in Word 2016 is saved
with the file extension

At dajle 0
13. It’s a command to specify the rows to be
printed at the top or columns to be printed at
the left of each page:

a. .docx b. .pthy a. Print Area b. Print Titles
C..py d. .xltx c. Freeze Panes d. None
a Ly b ALY
14. There are 5 Components of a Data
10. In Excel, you can freeze sequential cells and Communication System: 1. Receiver - 2.
non-sequential cells. Transmission Medium — 3. Message — 4.
Protocol - 5. ??
a. True b. False a. Sender b. Computer
Sy s JuSYI IR (e 32T e Ala) LSl — b oAl Y)
‘J)AQ }id&d}iﬁégh}:\:\liji @\:ﬂ;&\_jv\; freeze ¢ Mouse d' None
a ALy

11. This is one of the three flow modes, the
name of this type is:

DIRECTION OF THE
DATA ALL THETIME

STATION 1 STATION 2

A+ dajle B AT E 53,5

a. Half duplex b. Simplex
c. Full duplex d. None
c Ay

15. A computer network allows authorized
users to access and store files and multimedia
remotely, instead of saving a copy on each
computer.

a. True b. False

a Lyl

At Ao (3 s Al dapay a5

12. The following type is one of categories of
networks, which one is it?

HEADSET

gy PrnTER P
T = - El nnnnnn
ceror . HE — coocor N o gu o
o i - . P D
@1 I:I MOBILE
a. MAN b. WAN
c. CAN d. PAN
d Ay

At Al B Al g 53

16. A computer network that connects multiple
LANs at different locations.

a. Personal Area Network b. Metropolitan Area Network

c. Local Area Network | d. None

MAN 138 SLaia¥) Gl 5 ALK 4 -ddaadle — b :dla )
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17. ... help to reduce cost by sharing
software resources, such as allowing users to
share one copy of expensive software.

a. Print Servers b. File Servers

c. Application Servers | d. Database Servers

c Ay

©) 0500882307 o' 2V 4;9 s

21. The following is one of Network

Components, which one is it?

a. Hub b. Router

c. Ethernet cable d. Network Interface Card

JREEN

18. The following storage device is a type of:

EAEARRANR

LU |

a. Primary storage b. Optical storage

c. HDD d. Secondary storage

a Ly

22. e, also known as non-volatile memory.
It is a built-in memory chip that contains
instructions used by the computer for the initial
booting process

a.DVD b. RAM

c. HDD d. ROM

d Ay

19. Primary memory is plugged into the
computer via a USB or FireWire cable

a. True b. False

© Portable External Hard Drive : s zasaaill — b :4LY)

23. Most organizations start the backup process
after working hours and have the computers
backed up overnight.

a. True b. False

EREENY

20. The File History tool in Windows 10 lets you
restore your files if they’re corrupted or
accidentally deleted. It also allows you to
restore a modified document to an earlier
version.

a. File History b.

C. d.

dapmaall Y s - g ALY

24. The following app is included in the

A+ Lejle (b danally )

classification of: PN
=4
Dropbox

a. Cloud Storage b. Internal Storage

c. Local Storage d.DVD

a Ayl

B3 g ellad¥l Yoo g€ aa¥l g Vo) 8 Al eall Caldl)
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25.-is-an online cloud storage service provided
by Microsoft that allows you to store files in the
cloud and access and share them anytime,
anywhere on your PC, tablet, or phone.

a. Google Drive b. OneDrive

c. Dropbox d. None

OneDrive Wil Microsoft e X ki — b ;alay!

©) 0500882307 )2V

At dasle (s

29. OneDrive is pre-installed on Windows 10
and it also works on Mac, Android, and iOS.

a. True b. False

FREESY

26. Columns are the horizontal separations in
the sheet:

30. Which generation is using integrated
circuits?

a. True b. False a. First b. Second
b AdaY! c. Third d. Forth
c sy
A+ daile 3oy A+ dajle B0
31, ... holds the frequently required

27. TAB KEY used to move the active cell one
column to the right in the worksheet.

instructions and data that the processor is
currently working with.

a. True b. False a. ROM b. HDD
a dday) c. RAM d. None
REENY
At dadle By,
28, .. means storing data in storage 32. Another feature of Windows 10 for creating

devices that are locally attached to the
combputer:

a. Local Storage b. Internal Storage

c. External Storage d. None

a ALy

system backups is System Image, also known as

System Restore.
a. True b. False

aaly
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33. is a function of operating system that
executing all the process given by the user.

a. Storage management| |, process management

c. Resources management | d. Graphical management

JREESY

©) 0500882307 )2V

37. When you save a document in ........... , your
document is stored in a central location that you
can access from anywhere.

a.CPU b. Secondary memory

c. ALU d. OneDrive

(&2 < OneDrive Jaxiuy (& 2 55) pud V) — d sy
EEESY

A+ deadle By,

34. In Virtual Desktops on Windows 10 , you
can group your personal apps together in one
desktop and work apps in another.

38. The Text function in Excel includes functions
such as:

a. True b. False a. IF b. Count
c. Average d. LEN
a Ay d Ay
A+ Aadle (B3 A+ dasle (82 )5
39. . is the variance in the arrival time of

35. Which of the following data backup is the
most common and popular backup type?

a. Floppy backup b. Full backup
c. Format backup d. Zip backup
JREENY
At dale (B2

the data packets in milliseconds (ms) over a
communication network

a. Timeliness b. Delivery

c. litter d. Accuracy

c Ay

36. This strategy involves backing up data over
the internet to an offsite server, hosted by a
third-party service provider:

a. Local backup b. Jitter

c. Cloud backup d. None of these
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40. The following is one of Network

Components, which one is it?

A+ dajla b Lai g3 ye J5Y 35

a. Hub b. Router

c. Switch d. Network interface card
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. e communication means that only
one device can transmit the data, and the other
device will act as receiver only, so messages are
sent in only one direction.

a. Simplex b. Half duplex

c. Full duplex d. None of them
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45. Copies of the source data in a different
geographical location

a. Online backup b. Offsite backup

c. KSU Storage d. None of these
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42. Which one of the following is much faster

than other backups? e

a. Differential backup b. Local backup

c. Incremental backup | d. Full backup

&JJY‘ s Incremental backup b — ¢ :4LY)
aeall 138 aglS agin 55V 8 Full backup i al 4aslee
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46. To select sequential and non sequential
cells; Status Bar can be used.

a. True b. False

Name box duali i (s slall pasivs smanaill — by :AlaY)
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43. CPU consists of ALU and........

a.bu b.CU

c. UG d.IC
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47. Word 2010 has various features such as
inserting online pictures which can be helpful to
create the documents

a. True b. False

Word 2016 4 dassaall LY do Vo) v Gl — b ralaY)

44. Microsoft
operating system.

Windows is Linux based

a. True b. False

& sl aY) <Microsoft Windows oad — b sy
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48. A feature of a hard disk drive (HDD) is

a. Portable and affordable | b. High power consumption

c. Prone fuller d. Loss of data due to crash disc
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49. An example of "Simplex" is:

a. Walkie talkie

©) 0500882307 )2V

53. This is one of the three data flow modes,
the name of this type is:

DIRECTION OF THE DATA —

4,,

b ” h SENDER (DEVICE) REC;ER;VICE)
. Cell phone
c. TV broadcasting d. All of them a. Half duplex b. Full duplex
c sy c. Protocol d. Simplex
| At asle 2 | CREES
50. Text is stored and populated using an
encoding system called:
a. ASClI b. ACSII
c. ASCOll d. ASIO
a ALy
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