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INSTRUCTIONS AND INFORMATION

	1.
	This is an integrated assignment.  All answers must be typed on a word document, saved on disc and printed.
	
	


	2.
	Create a folder with your Surname and Initials.
	
	


	3.
	Key in your Name and Centre Name as a header. 
	
	


	4.
	This assignment consists of TWO compulsory sections. 
	
	


	
	SECTION A:  20 marks 
	
	


	
	SECTION B:  30 marks 
	
	


	5.
	You may complete this assignment at home. 
	
	


	6.
	Your educator will check progress at regular intervals and provide guidance when necessary. 
	
	


SECTION A
QUESTION 1
	1.1
	Type the function(s) of each of the following special keys:
	
	


	
	1.1.1
	F1
	
	


	
	1.1.2
	Esc
	
	


	
	1.1.3
	Enter
	
	


	
	1.1.4
	Tab
	
	


	
	1.1.5
	Page up
	
	


	
	1.1.6
	End
	
	


	
	1.1.7
	Backspace
	
	


	
	1.1.8
	Home
	
	


	
	1.1.9
	Print screen
	
	


	
	1.1.10
	Pause break

(10 × 1)
	
	(10)


	1.2
	Match an item in COLUMN B with a symbols/icon in COLUMN A.  Write only the letter (A–K) next to the question number (1.2.1–1.2.10) in the ANSWER BOOK.
	
	


	
	COLUMN A
	COLUMN B
	
	

	
	1.2.1
1.2.2

1.2.3

1.2.4

1.2.5

1.2.6

1.2.7

1.2.8

1.2.9

1.2.10
	[image: image6.jpg]Monitor

1

Print
Bage Unit —— rinter

Mouse

Keyboard



. 





[image: image7.png]



[image: image8.png]el Ry B <

- 0.



[image: image9.png]


[image: image10.png]


[image: image11.png]car
CHALLENGES



[image: image12.png]


[image: image13.png]Arial



[image: image14.png]



	A

B

C

D

E

F

G

H

I

J

K
	Control the direction of a cursor

Changes the font of the document

Aligning  text to the left

Displays images and text

Italicise the selected text

A shortcut icon for Ms Word

Creates a small letter above the line of text

Spelling and grammar

For closing the window

A shortcut icon for PowerPoint 

Produces hard copy
	
	

	                                                                                                                              (10 × 1)
	 
	(10)

[20]


	TOTAL SECTION A:
	 
	  20


SECTION B
QUESTION 2
	2.1
	Type the definition of each of the following:
	
	


	
	2.1.1
	Desktop
	
	


	
	2.1.2
	My computer
	
	


	
	2.1.3
	Icon 
	
	


	
	2.1.4
	Start menu
	
	


	
	2.1.5
	My document
	
	


	
	2.1.6
	Operating system
	
	


	
	2.1.7
	Recycle bin
(7 × 2)
	
	(14)


	2.2
	Study the computer ports below and answer the questions.
	
	


	
	          A                                    B                                                 C
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	2.2.1
	Name the ports labelled A, B and C.
	
	  (3)


	
	2.2.2
	Name TWO components that can be connected to A.
	
	  (2)


	
	2.2.3
	Name FIVE options that can be applied when formatting a document.
	
	  (5)
[24]


QUESTION 3
	3.1
	What is the difference between an operating system and application software?
	
	  (4)


	3.2
	Name TWO functions of the operating system.
	
	  (2)

  [6]


	TOTAL SECTION B:
	 
	  30

	GRAND TOTAL:
	
	  50
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