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INSTRUCTIONS AND INFORMATION

	1.
	This is a practical demonstration on using a computer.
	
	


	2.
	This demonstration consists of ONE compulsory question.
	
	


	3.
	Your facilitator will carry out this practical demonstration over a period of 3 weeks.
	
	


	4.
	Make sure that your evidence is printed, saved and filed in your portfolio of evidence.
	
	


QUESTION 1
	Demonstrate the following tasks:
	
	


	1.1
	Connect the computer keyboard, screen, mouse, speakers and power cables to the system unit and a power supply.
	
	  (6)


	1.2
	Switch on the computer.
	
	  (1)


	1.3
	Connect the printer to a computer.
	
	  (2)


	1.4
	Change the date and time of the computer.
	
	  (2)


	1.5
	Open the system utility calculator and do calculations as per instruction of the facilitator.
	
	  (2)


	1.6
	Close the calculator.
	
	  (1)


	1.7
	Change the background of the computer screen.
	
	  (1)


	1.8
	Activate a screen saver of your choice with a waiting time of 5 minutes.
	
	  (1)


	1.9
	Show THREE correct posture positions when using a computer.
	
	  (3)


	1.10
	Open a new word document.
	
	  (1)


	1.11
	Activate and deactivate formatting toolbars.
	
	  (2)


	1.12
	Set the page layout to landscape. 
	
	  (2)


	1.13
	Type 'Information Communication Technology'.
	
	  (3)


	1.14
	Add your name and surname as a header.
	
	  (1)


	1.15
	Add the date as footer.
	
	  (2)


	1.16
	Save the document as 'FIRST ATTEMPT' on the desktop.
	
	  (2)


	1.17
	Print the document. (File the printed copy as evidence.) 
	
	  (2)


	1.18
	Close the document.
	
	  (2)


	1.19
	Create a folder on your desktop and name it 'Demonstration'.
	
	  (2)


	1.20
	Move the Word document 'FIRST ATTEMPT' into the folder 'Demonstration'.
	
	  (2)


	1.21
	Delete the folder 'Demonstration'.
	
	  (2)


	1.22
	Open the recycle bin.
	
	  (2)


	1.23
	Restore the deleted folder 'Demonstration' and save the folder on a disk.
	
	  (2)


	1.24
	Shut down the computer according to correct instructions.
	
	  (2)


	1.25
	Disconnect the power supply cable from the power source.
	
	  (2)

[50]


	
	TOTAL:
	
	  50
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