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What is the light-coloured bar called, which appears along the right side of the 

display, and allows information to be moved up or down the screen?

q

Taskbar

q

Scrollbar

q

Coffee bar

q

Rollbar

2. 

What do we call placing the tip of the mouse pointer so it touches something on the 

screen, and pressing a mouse button?

q

Pulling and pushing

q

Dragging and dropping

q

Slipping and sliding

q

Pointing and clicking

3. 

What is the "mouse" used for?

q

To store information on

q

To switch your computer on

q

To give instructions to your PC

q

As a pet

4. 

When a person is using a computer, who or what is in charge?

q

The person

q

The computer

q

The Prime Minister

q

The mouse

5. 

What button on screen do you click on, to end an action that you don't want to 

continue with?

q

Start Button

q

Mouse button

q

"Cancel" Button

q

Tummy button
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First Steps XP         Worksheet 1
Getting Started

Tick the correct answer:
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First Steps XP         Worksheet 2
Getting Started

Tick the correct answer:
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What happens when you click on the Start Button, on the Desktop?

q

Your computer turns itself off

q

The background changes colour

q

The mouse squeaks

q

The Start Menu appears

2. 

Which of these words is NOT seen on the Start Menu?

q

Programs

q

Settings

q

Help

q

Mouse-mat

3. 

What do we call the first display you see when you turn on your computer?

q

Desktop

q

Icon

q

Mouse pointer

q

Double-click

4. 

How often should you use the Shutdown procedure before turning off your 

computer?

q

Always, if possible

q

Only in emergencies

q

Only if you want to

q

Only on Sundays

5. 

What happens to the mouse pointer when you slide the mouse towards you across 

the mouse-mat?

q

It disappears

q

It moves down the screen

q

It rises up the screen

q

It gets bigger



First Steps XP         Worksheet 3
What’s inside your computer?

Tick the correct answer:
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What do we call something which can be opened or closed, and contains files?

q

Program

q

Taskbar

q

Folder

q

Icon

2. 

Which part of the computer only holds information for it to use, while it is switched 

on?

q

CD-ROM

q

Floppy disk

q

Random Access Memory

q

File

3. 

What does a word-processing program allow you to do on your computer?

q

Play games

q

Write letters

q

Watch films

q

Listen to music

4. 

What is the device inside your computer called, which records information, and 

stores it whether the computer is on or off?

q

Folder

q

Hard disk

q

Central Processing Unit

q

Motherboard

5. 

Which word is missing from this sentence? "Gigahertz" is a way of measuring the 

....... of the Central Processing Unit."

q

Size

q

Weight

q

Speed

q

Temperature
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What’s inside your computer?

Tick the correct answer:
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What does "loading" a file mean?

q

Showing it on the screen

q

Recording it on a disk

q

Copying it from a disk into the computer's memory

q

Deleting it from a disk

2. 

What do we call a computer case, which stands upright on the desk or floor?

q

Briefcase

q

Tower case

q

Peripheral

q

Desktop case

3. 

Which of the following is NOT "hardware"?

q

Printer

q

Speakers

q

Motherboard

q

Program

4. 

Where can you find a computer's Central Processing Unit?

q

Inside the base unit

q

On the screen

q

In the speakers

q

Underneath the mouse

5. 

What does it mean, when the green light on the floppy disk drive is lit?

q

Remove the floppy disk

q

The drive is working; don't remove the floppy disk

q

Turn off your computer

q

The drive is faulty
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Tick the correct answer:
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If you wanted to type an exclamation mark ("!"), which key should you press and 

hold down, before pressing the "1" key?

q

The Alternative key ("Alt")

q

The Control key ("Ctrl")

q

The Shift key

q

The Delete key

2. 

Where are the photos stored in a digital camera?

q

In an electronic memory

q

On a roll of film

q

On a disk

q

On a videotape

3. 

Which key do you press, to display all alphabetical characters in capitals? 

q

The "Caps Lock" key

q

Function key 1 (F1)

q

The "Num Lock" key

q

Escape (Esc)

4. 

What markings do the four "cursor keys" have on them?

q

Numbers

q

Letters

q

Arrows

q

No markings

5. 

What's the difference between a trackball and a mouse?

q

It doesn't need space for a mouse-mat

q

It does a different job for the computer

q

It doesn't have buttons

q

It doesn't have a rolling ball
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Talking To Your Computer

Tick the correct answer:
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What does "Drag and Drop" do to objects on the screen?

q

Makes them disappear

q

Displays a little menu next to them

q

Changes their colour

q

Moves them around

2. 

What is a "scanner" used for?

q

To play sounds and music

q

To print out documents

q

To copy documents and pictures into your computer

q

To send instructions to your computer

3. 

Which word is missing from this sentence? "A piece of equipment which allows you 

to enter data or instructions into your computer is called an ......... device."

q

Editing

q

Important

q

Information

q

Input

4. 

What is the name of the symbol on the screen, which shows where keyboard 

characters will appear when you press the keys?

q

Cursor

q

Button

q

Icon

q

Menu

5. 

What do we call altering a document, to look the way we want it to look?

q

Editing

q

Printing

q

Typing

q

Copying
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Scrollbar

2.

Pointing and clicking

3.

To give instructions to your PC

4.

The person

5.

"Cancel" Button

Worksheet 2
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The Start Menu appears

2.

Mouse-mat

3.

Desktop

4.

Always, if possible

5.

It moves down the screen

What's Inside Your Computer?
Worksheet 3
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Folder

2.

Random Access Memory

3.

Write letters

4.

Hard disk

5.

Speed

Worksheet 4
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Copying it from a disk into the computer's memory

2.

Tower case

3.

Program

4.

Inside the base unit

5.

The drive is working; don't remove the floppy disk

Talking to your Computer
Worksheet 5
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The Shift key

2.

In an electronic memory

3.

The "Caps Lock" key

4.

Arrows

5.

It doesn't need space for a mouse-mat

Worksheet 6
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Moves them around

2.

To copy documents and pictures into your computer

3.

Input

4.

Cursor

5.

Editing








Thirty-six worksheets to test your understanding of computer basics.





All the answers to these questions can all be found in the First StepsXP software. The first 18 worksheets are based on the various sections of First StepsXP and for help you can select from the program menu the area corresponding to the title of the sheet. Sheets 19 to 36 have mixed questions that come from anywhere in First StepsXP.





Assessed electronic versions of the exercises with certificate printing are also available within the software.
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