Name__________________________________________Stream__________House________

JINJA COLLEGE

S1 ALTERNATIVE COURSE WORK ONE 

TERM 3 2010

30 minutes
INSTRUCTIONS:

· Write your name, stream and house clearly in the spaces provided above. 

· Write your best alternative: A, B, C or D, in the answer table provided below against questions 1 to 20. 

Answer Table

	1. 
	
	6.
	
	11.
	
	16.
	

	2. 
	
	7.
	
	12.
	
	17.
	

	3. 
	
	8.
	
	13.
	
	18.
	

	4. 
	
	9.
	
	14.
	
	19.
	

	5. 
	
	10.
	
	15.
	
	20.
	


1. Which of these are done in word processing?

A. Writing letters, formatting disks and processing graphics

B. Printing of documents, information sharing and processing work

C. Documenting, processing and sending information 
D. Creating, saving and printing of documents.

2. Which of the following is a group of operating systems?

A. Window XP, Windows Vista and Microsoft.

B. UBUNTU, Spreadsheets and Linux
C. Lotus, Windows 98 and Windows XP 2003 
D. DOS, UBUNTU and Unix
3. Which of the following utilities can provide words that have similar meaning?
A. Spell Checker
B. Auto complete
C. Grammar checker
D. Thesaurus.

4. Which of the following word processing features enable a word that does not fit on line to automatically move to the next line?
A. Carriage Return
B. Auto Best Fit
C. Scrolling 
D. Word wrap.

5. A computer can do each of the following except:
A. Speed and versatility
B. Documenting, processing and sending information 

C. Spooling
D. Thinking.
6. ………………………… is the best software for creating, organizing, and retrieving large volumes of related information which can be later printed out.
A. Microsoft word
B. Desktop
C. Database.

D. Microsoft Excel 
7. What is an operating system?
A. A software for the computer system
B. A formation of people operating the computer system
C. An interface between hardware and user, which is responsible for the management and coordination of all computer system activities.

D. A huge complex computer software 

8. Which of the following procedures can not be used to open an existing document?

A. Use the From existing document… link on the New document task pane
B. Select the Open command from the file menu
C. Right Click the open button on the standard toolbar.

D. Use the Ctrl + O keyboard combination
9. Which of these statements is true?

I. Moving the I-beam to a new position moves the insertion point.
II. The cursor keys can be used to move the I-beam.
III. New text is inserted where the flashing cursor is situated. 

IV. You can only move the insertion point by using the mouse.

V. Word wrap moves text that won’t fit within the margin settings onto the next line.

A. I, III and IV

B. III only
C. III and V.

D. All are correct statements. 

10. Which letter commonly represents the hard drive with the operating system?
A. A
B. B
C. C. 

D. D
11. What does formatting mean as used in word processing?
A. Preparing a new floppy or disk for data entry
B. Enhancing the appearance of a document.

C. Erasing all things and viruses on a flash disk at once
D. Creating a format in form of a template for all new documents 
12. Which of these is the old man out?

A. WordPerfect
B. Microsoft Office Excel.
C. OpenOffice.org Writer
D. AbiWord
13. In …………………. text on the screens may appear larger than actual, and the page breaks do not necessarily correspond to breaks between printed pages.
A. Web layout view
B. Reading layout view.
C. Zoomed view
D. Abnormal view.

14. Which in which of these document views are headers and footers not visible?

A. Full screen 
B. Normal View.
C. Print Layout 

D. Print Preview
15. The option on the menu bar which enables one for the first time to name a document, specify its location and continue effecting the changes being made as you type is:
A. Edit
B. Save.
C. Save as 

D. Dialogue box
16. The original reason as to why screen savers were developed was:
A. To prevent ghosting.
B. For Entertainment and computer security
C. To put a marquee (moving) message on the screen after some time. 

D. To prevent burn out.

17. Which of the following best describes a folder on a computer?

A. A directory where files are kept.
B. A yellow icon/graphic on the desktop
C. A graphical user interface tool a named area where files saved
D. An enclosure that is created to safe guard documents from being deleted by other students.  
18. The following commands are under the file menu expect:
A. Print Layout
B. Print…
C. New 

D. Print Preview.

19. To display on screen Help you would press:
A. F1 key
B. F5 key
C. Ctrl+H key combination
D. The help icon on the standard toolbar 

20. Which menu can we use to insert headers and footers into a word document?

A. View menu

B. Format menu

C. File menu 

D. Insert menu
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