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  INTRODUCTION TO INFORMATION AND COMMUNICATION    
TECHNOLOGY   
Trial Questions   
1.All the following are components of Microsoft Windows 7 taskbar except   
a. Gadgets b. start button c. Notification area d. Quick launch toolbar 
  2. When files and folders are deleted from the computer they go into the   
a. Clipboard b. Delete bin c. Trash can d. Recycle bin   
3.Which of the following gives the user a log of all opened programs   
a. Start menu b. Start button c. Taskbar d. Title bar   
4.Dragging a folder from one drive to a window on the same drive is equivalent to a   
a. Copy operation b. Cut operation c. Delete operation d. Move operation   
5.The………………. enables you to instantly view the desktop without minimizing or closing programs?   
a. Live thumbnails b. window flip c. Aero peek d. Aero snap   
6.This is made up of collection of electronic documents   
a. Web b. Internet c. Email d. protocol   
7.What is the name of the first page that a website displays?   
a. Start page b. Web page c. Search page d. Homepage   
8.This is a program that finds websites, webpages, images, videos, news, maps and other information related to a specific topic.   
a. Downloading b. Hyperlink c. Search engine d. Web browser   
9.Web page has a unique address called   
a. Downloading b. Web browser c. Uniform resource locator d. Uniform resource location   
                        
10.This establishes a connection to an ISP through a telephone line by placing a phone call   
a. Broadband internet connection b. Dial-up internet connection c. Satellite internet connection d. Dual mode internet connection   
11.To align your text so that it is even on both the left and the right margins, you must click the   
a. Center button b. Justify button c. Align right button d. both options A and B   
12.The format painter………………….   
a. Repeats a set of formatting steps in one goal   
b. Only works in a normal view mode place   
c. is a print preview tool   
d. copies text and format to a new   
13.After selecting text, use the……………and……….... command to move the text to different location   
a. Copy and paste b. Cut and paste c. copy and move d. copy and paste special   
14.Microsoft PowerPoint 2007 has the file extension………….   
a. .png b. .ppt c. .pwt d. pptx   
15. Each page of a presentation is called?   
a. Slide b. layout c. placeholder d. theme   
16.Visual effect applied to individual items on a slide is referred to as   
a. Animation b. transition c. Slideshow d. View   
17.A place on a slide where you eventually put things is referred to as …………….   
a. Layout b. outline c. placeholder d. theme   
18.Which of the following is not part of slide design?   
a. Design template b. color scheme c. animation scheme d. slide 
layout   
19.In a PowerPoint presentation   
a. Sound clips can be inserted but not movie clips   
b. Movie clips can be inserted but not sound clips   
c. Both cannot be inserted   
d. Both can be inserted   
20.To insert a hyperlink in a slide,..   
a. Choose insert>>hyperlink   
b. Press ctrl + k   
c. Hyperlinks can’t be inserted in slides   
d. Both A and B   
21.Microsoft Office Word 2007 ribbon is made up of tabs which is also made up of groups.   
True/false   
22.We insert page(s) in Microsoft Power Point presentation   
True/false   
23.Ribbon is found in both Microsoft Office Word 2007 and Microsoft Office PowerPoint 2007. True/false   
24.In Microsoft Office 2007, page layout is used to visually communicate information. True/false   
25.In Microsoft Office PowerPoint Presentation, animations are inserted to the whole slide.   
True/false   
Use the following table to answer questions 1 to 5.   
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1.Which formula would you type in cell E2 to compute the totals of scores obtained by Kwadwo? =B2+C2+D2   
2.Which function would you type in cell F2 to rank Kwadwo? E2   
=rank(E2,$E$2:$E$8)   
3.Which function would you type in G2 to generate the remark of Kwadwo based on the totals computed in cell E2? 
=If(G2>=80,“A”,If(G2>=75,“B+”,   
If(G2>=70,“B”,If(G2>=65,“C+”,If(G2>=60,“C”,If(G2>=55,“D+”,If(G2>=
50,  “D”,“E”)))))))   
4.Which function would you type in cell B9 to compute the highest score from the list of scores obtained by students in assignment1? =max(B2:B8)   
5.Which function would you type in cell C10     
                                         
to compute the lowest score from the list of scores obtained by students in assignment 2? =min(C2:C8)    
Note: This section is based on Microsoft Windows 10.   
Match the following terms to their respective description: Notification area, Lock,  
Restart, operating system, Ribbon, Icon, antivirus   
	Description   
	Term   

	1.Detects and removes viruses and spyware   
	antivirus   

	2.A picture that represents programs and folders   
	Icon   

	3.Provides system status alerts in pop-up boxes  
	Notification area   

	4.This command does not close your opened Apps, but prevents anyone from accessing your computer.   
	  
Lock   

	5.This command closes all Apps, turns off the 
PC,  and then turns it on again   
	  
Restart   

	6.Enables your computer to function   
	Operating system   

	7.Includes tabs and commands relevant to the currently selected item   
	  
 
Ribbon   


   
                                
   
List three (3) features of Microsoft windows 10 desktop in the spaces numbered 8–10.   
8.Desk 
 top icon   
9.Task bar 
 10
 
 
.Start
 
 
    
 
 
 
button,
 
 
 
Mouse
 
 
 
 
pointer
 
 
 
 

   
 
Note: the following section is based on Internet and World Wide Web. Circle the letter(a–d) that corresponds to the correct option for the following questions numbered 11–14.   
11.The address you type in a browser to access information or file is called   
a. Uniformed resource locator   
b. Universal resourcing location   
c. Uniform resource locator   
d. Uniform resource location  27|Page   
12.……………………simply means to get a file from a network or internet and have it stored on your computer   
a. Upload   
b. Copying   
c. Moving   
d. Download   
13.Which of the following is NOT a valid email address?   
a. samuel.bekoe@gmail.com   
b. gmail@gmail.com   
c. bekoeSamuel19@gmail.com   
d. sammy1@gmail.com   
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14.Which of the following is a web browser?  
a. Google   
b. Yahoo   
c. Ask   
d. Microsoft Edge   
Match the following terms to their respective description: Hosting, 
Surfing, world wide web, Browser, website, Search engine   
	Description   
	Term   

	15.Program that allows users to read hypertext documents on the World  Wide Web, and navigates between them   
	  
Browser   

	16.Program on the Internet that help users search for files and information.   
	  
Search engine   

	17.To put Websites on a Web server so that people traveling the Internet can find the Websites.   
	  
Hosting   

	18.This is a hypermedia-based system or browsing Internet web sites.   
	  
 
 
World Wide Web   


   
Note: the following section is based on Advanced Microsoft Office Word   
2016   
19. In Word 2016 the Zoom is placed on   
a. View tab   
b. Home tab   
c. Status bar   
d. A&C both  
20.Small squares, called_____, on the selection rectangle that surrounds a graphic can be used to change the dimensions of the graphic.   
a. scroll boxes   
b. sizing handles   
c. status indicators   
d. move handles   
21.Insert Date, Format Page Number, and Insert Auto Text are buttons on the_____ toolbar.  a. Formatting   
b. Header and Footer   
c. Standard    
d. Edit   
22.What is placed to the left of horizontal scrollbar   
a. Tabs top buttons   
b. View buttons   
c. Split buttons   
d. Indicators   
23.Which of the following is not one of the three ‘Mail Merge Helper’ steps?  
a. merges the two files   
b. create the main document   
c. set the mailing list parameters   
d. create the data source   
24.If you need to double underline a word, how will you do that?   
a. Go to Format menu and then Font option. Open Underline 
Style and choose Double Underline   
b. From Format menu choose Font option and then from Font 
tab open   
Underline Style and select Double Underline  
c. Select the text then choose Format>>Font and on Font tab, 
open Underline Style   
and choose Double Underline   
d. Click double underline tool on formatting toolbar   
25.How can you apply exactly the same formatting you did to another text?   
a. Copy the text and paste in new location. Then type the new text again.   
b. Copy the text and click on Paste Special tool on new place   
c. Select the text then click on Format Painter and select the new text 
d. All of above   
26.From where you can access Save command?   
a. Home tab   
b. Insert tab   
c. Review tab   
d. None of above   
27.Background color or effects applied on a document is not visible in   
a. Web layout view   
b. Print Layout view   
c. Reading View   
d. Print Preview   
28.The ability to combine name and addresses with a standard document is called_________   
a. document formatting   
b. data base management   
c. mail merge   
d. form letters   
29.You have been asked to insert picture in your document. Which among the tabs would suit your choice?   
a. Home   
b. Page layout   
c. Design   
d. Insert   
30.Which of the following sequence of commands is applicable when opening the Microsoft word window?   
a Start button>>Accessories>>Micro soft word b Start menu>>Accessories>>Micros oft word c Start button>>All 
Apps>>Microsoft word d 
Start Menu>>All 
Apps>>Microsoft word   
31.Which of the following keys delete text to the right of the cursor? a. Back space   
b. Home   
c. Delete   
d. Black space   
32.Which command is not a Microsoft word command? a.  
Esc   
b. Edit   
c. Help   
d. File   
33.What is the keyboard shortcut for centering text?   
a. Ctrl + C   
b. Ctrl + E   
c. Shift + E   
d. Shift + C   
34.Changing the appearance of document is referred to as   
a. Entering   
b. Formatting   
c. Formation   
d. Editing   
35.Clickthe…………………...and select New to create a new, document in Microsoft word 2016.   
a. Office button   
b. File   
c. Ribbon   
d. Home tab   
36. What does the red wavy line under a word in the document means?   
a. The word might be misspelled or is not in word dictionary   
b. The word has been copied to the clipboard   
c. The word might contain a grammatical error   
d. None of the above   
37.If you need to change the page color of a document, which tab in the ribbon will you choose?   
a. Home tab   
b. Insert tab   
c. Layout tab   
d. Design tab   
            
                                 
   
38.Which of the following is not in the font group?   
a. Bold   
b. Superscript   
c. Line spacing   
d. Change case   
39.What is the use of the Customize Quick Access toolbar?   
a. To quickly format the document in a chronological order   
b. To quickly print the customized page   
c. To quickly arrange tools that are used more frequently   
d. To quickly navigate the document that has been customized   
40.The feature that MS Word 2016 uses to automatically move a text to the next line when it reaches the right edge of the working area is called …………………………………….... a. Word loop   
b. Wrap word   
c. Wrap text   
d. Word wrap   
41.In MSWord, pressing the Enter key on the keyboard will   
I. Insert a new line   
II. Create a paragraph   
III. Wrap text to the next document   IV. Move the insertion point farther right   a. I and II   
b. II and III   
c. III and IV   
d. I and IV   
42.The key strokes Ctrl + I is used to   
a. Increase font size   
b. Inserts a line break   
c. Applies italic format to selected text   
d. Indicate the text should be bold   
43.What is the correct combination of key to decrease the font size of selected text? a. Ctrl + Down Arrow   
b. Ctrl + <   
c. Ctrl + Shift + <   
d. Ctrl + Shift + Down Arrow   
Match the key terms below (numbered a-e) with their respective selection ways.   
Write the key term letter by the appropriate numbered definition.  a. Multiple lines   
b. A word   
c. Single line   
d. Single paragraph   
e. Multiple paragraphs   
44.To select a………c……. of text, place the pointer to the left side of the line until the cursor turns into an arrow. Click the mouse button once.   
45.To select………a………. of text, place the pointer to the left of the beginning of the first line, click and hold the mouse button down and drag the mouse over all text to be selected. Once the text has been selected, release the mouse button.   
46.To select………b…………, place the pointer on top of the word to be selected and double click the mouse button.   
47.To select………d…………, place the pointer on top of the paragraph to be selected.   
Triple-click the mouse button.   
48.To select………e…………., place the pointer at the beginning of the text to be selected. Press and hold the Shift key. Click at the end of the text to be selected. All text between the two points will be selected.   
Note: the following section is based on Microsoft Office PowerPoint   For each of the following questions, match the items of Column B to those in Column A to make them complete. Write the letter of the correct option   
(Column B) in the Answer Column   
	Column A   
	Answer   
	Column B   

	49.This makes a shape fly in quickly from one side of your screen or slowly fade in   
	Animation   
	Slide theme   

	50.This is the default slide of a Microsoft   
Office PowerPoint 2016 presentation   
	Normal  
View   
	Animation   

	51.This helps change the arrangement of placeholders. Example, to insert a slide That compares the differences between man and woman   
	A SmartArt graphic   
	Normal View   

	52.This appears when objects such as text, images, or other elements are selected in   
Microsoft PowerPoint 2016   
	A contextual tab   
	A SmartArt graphic   

	53.This is the main editing view, where you write and design your presentation in   
Microsoft PowerPoint 2016   
	Slide Layout   
	Slide Sorter   

	54.These are the effects that occur in Slide  
Show view when you move from one slide to the next   
	Slide Transitions   
	A contextual tab   

	55.This is a view of your slides in thumbnail   form in Microsoft Office   
PowerPoint2016   
	Slide Sorter   
	Action buttons  

	   
	   
	   


   
	56.This changes the entire look of a   
Microsoft PowerPoint 2016 presentation   
	Slide theme   
	Slide Layout   

	57.This is a visual representation of your information and ideas in Microsoft 
PowerPoint  
2016 Presentation   
	Title Slide   
	Slide Transitions   

	58.In Microsoft PowerPoint 2016, this is a connection from one slide to another slide in the same presentation or to a slide in another presentation, an e-mail address, a Webpage, or a file.   
	Hyperlink   
	Title Slide   

	59.This allows you to customize the elements on a slide, hand-out, or notes masters   
	Master view   
	Master view   

	60.This contain shapes and commonly understood symbols for going to next, previous, first, and last slides, and for playing movies or sounds.   
	Action buttons   
   
	Hyperlink   
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