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	QUESTION 1
	QUESTION 2

	1.1	D
	2.1	J		COOKIE

	1.2	B
	2.2	M	TERA BITE

	1.3	C
	2.3	G	WEBCAM

	1.4	A
	2.4	B		BLUETOOTH

	1.5	B
	2.5	L		ADSL

	1.6	D
	2.6	D		DEFRAG

	1.7	C
	2.7	H		CLIPBOARD

	1.8	D
	2.8	I		INTERNET EXPLORER

	1.9	D
	2.9	F		GOOGLE	web camera

	1.10	C
	2.10	N		TOUCH SCREEN


				[10]						[10]

QUESTION 3
3.1
3.1.1 Any THREE:

Mobility/ no cords
Smaller/lighter/fewer parts/take less room
Can use battery for period of time
More green/biodegradable/use less electricity
Has wireless network capability	(3)
3.1.2 Any TWO:

Advanced  computing 
Wireless connectivity /Internet access
Media integration
Upgradable OS
NFC – near field communication 
Voice commands 
Apps 
Messaging  (not texting)	(2)
3.1.3 Any TWO  of the following:
 
Paperless office
Energy Star  products
LCD screens (opposed to CRT)
Power saving settings
Donate computers to less fortunate
Recycle/refill old cartridge holder	(2)
3.1.4 Ergonomics is the design 
of devices so that they are safe 
and easy to use   
E.g. table height, adjustable chair, mouse and keyboard designs, etc.	(4)
3.1.5 VoiP software  web camera  speakers/mike	(3)
3.1.6 THREE and motivation:  + 

RAM – more primary memory, thus better processing speed
CPU – better processing speed
Hard disk – more storage and helps to access data quicker	(6)




3.2 
3.2.1 Removable hard disk 
(Accept any answer like external or portable HDD, etc.)	(1)
3.2.2 Any THREE: 

Removable storage devices:
Damages easier
Get lost easier
Easier to steal
Unstable
Less storage capacity than hard disks (do not accept ‘smaller’)	(3)
3.2.3  
(a) Refer to the type of program, the format of the file
Any correct answer:  .docx   .jpg.  mp3,  etc.	(2)
(b) As user renames , he deletes the file extension
Windows uses the file extension to open the file with the correct program
If there is no file extension, the user must choose which program may open the file	(3)
(c) Any TWO:

.gif
.jpg
.bmp	(2)
3.3 

3.3.1 Fax
Photostats
Scan	(3)
3.3.2 The warranty will be cancelled  if genuine parts weren’t used 	(1)
3.3.3 USB/Parallel	(1)
3.3.4 Communicates between the device and the OS 	(1)
3.3.5 Download from the Internet 	(1)
3.3.6 Print queue:  List of print jobs waiting to be printed
Can also pause and cancel print jobs	(2)


3.4  
3.4.1 Any TWO examples which fall into the following categories:

Longer battery life than laptop
Smaller/lighter to work with
Touch screen is more user friendly
Write instead of type (handwriting recognition)
Multitude of apps available
Many personalization options
Flat working surface, can be used anywhere/more user friendly
3.4.2 iOS (also accept Apple OS)
Android OS	(2)
3.4.3 PAN	(1)
3.4.4 Devices can be connected and works automatically 
without the user installing/configurating anything.	(2)
	[47]


4 QUESTION  4
4.1	 
4.1.1 Portable document format	(1) 
4.1.2 Any ONE:  pdf  and MS Word	
· .pdf format is independant of the program in which it was created – MS Word is dependant
· Users needn’t install the program just to read a document (except for the PDF reader)– therefor users needn’t have the corrrect version of MS Word to read the document
· ‘Reader ‘ Software is widely available on the Internet and for free – MS Word also widely available, but expensive	(2)
4.1.3	Acrobat Reader	(1)
4.2	 
4.2.1 Single user licence:  a private user may load the program on up to three personal computers
Site licence:   organization/company buys licences for all their computers on the site, e.g. 80 
He must buy the single user licence 	(3)
4.2.2 MS Office  
Easier integration between programs
Programs will not work against one another (software clashes)
More widely used and trusted

Open Office  

It is for free

Third  is awarded to learner for clearly distinguishing between MS Office and Open Office	(3)




4.3 
4.3.1 Any ONE: 

Interface between user and PC
Controls all hardware and software
Provides basic security measures
Gives access to storage devices
Controls/manages the PC resources	(1)


4.3.2 Scandisk/delete unnecessary files/empty recycle bin - creates extra storage space
Defrag – reorganizes the computers’ filing system to enhance the speed of file access
Backups - to have a backup of data in case original gets damaged 	(6)
4.4 
4.4.1 Virus:   A program 
specifically designed to damage systems 
it evolves/pro creates automatically 	(3)
4.4.2 Any TWO:

Scan removable storage devices
Don’t download Freeware/shareware/downloads from the Internet
Do not open suspicious e-mail attachments
Update anti-virus regularly	 (2)
4.4.3  
(a) Software installed on your PC without your knowledge  and which spies on your computer/data and Internet use 	(2)
(b) Unwanted mail 	(1)
(c) Term for all the programs designed to damage/ infiltrate/get information from your system 	(1)
	[26]


5 QUESTION 5
5.1  
5.1.1 GAN	(1)
5.1.2 He wants wireless Internet connection everywhere in his house	(2)
5.1.3  
(a) Facebook	(1)
(b) Twitter	(1)
(c) Mxit	(1)
5.1.4 Any TWO: 

A gateway / access to Internet
Controls your cap
Ought to provide security measure such as spam filters etc.

(Do not take Internet Service Provider as correct) 	(2)
5.1.5 Bandwidth controls the:
Size of the data 
Speed of the data transfer  	(2)
5.1.6 Uncapped means then there is no limit set by his ISPon the quantity of data used per month.	(2)
5.1.7  
5.1.7.1 Company/type organisation in United Kingdom 	(2)
5.1.7.2 It is a short cut/direct route/link
to another file or text in the same file or program	(2)



5.2  
5.2.1 Any TWO:

quicker/receives immediately
direct communication/ person to person
can send audio and video files
can send a huge amount of data
green	(2)

5.2.2 Etiquette when using Internet communication

Any TWO: 

Don’t type in CAPS, you are screaming
Follow language and spelling rules
Don’t lie, spread stories, etc.
Don’t send huge attachments 
Don’t forward spam/chain letters
Don’t forward other people’s addresses, use BCC	(3)
5.3  
5.3.1 The first page on which the website opens.	(1)
5.3.2 Internet properties/Internet settings, set homepage
or
Click on homepage icon (home)and choose  change homepage settings  

(Do not take as correct when learner refers to example where they are already on the website, asking you to click and then be set as homepage)	(2)
	[24]


6 QUESTION 6
6.1  
6.1.1 Too many/disorganized/takes too long to find a file
Create folders and sub folders for related files	(2)
6.1.2  A quick way/time saving way to open a file/program
without going to start – programs, etc.	(2)
6.1.3 Windows key	(1) 
6.1.4 Scheduled tasks	(1)
6.1.5 A=check/tick boxes
B=radio/toggle buttons 
C=spin edit list
D=combo box	(4)
6.2  
6.2.1 Page setup select  ‘fit to one page’ 	(2)
6.2.2 $C$1:  Absolute , the cell stays constant (the same) can be used even though you autofill

B3: relative cell reference  the cell changesas the formula is copied down	(4)
6.2.3 =concatenate  (C2,    left(A2,1)     ,B2)
of
=C2 &  left(A2,1)  &B2	(4)
6.2.4 PIE or circle graph	(1)
6.2.5 Regional settings	(1) 


6.3 
6.3.1 Any TWO: 

Consistency, everything looks the same
Easier/faster/convenient to format
Automatic TOC etc.	(2)
6.3.2 TOC pick up on which level the heading is
TOC link directly to the heading	(2)


6.4  
(a) Input mask:  data conforms to ‘mask’ when keyed in, thus accurate	(1)
(b)  Validation rule:   A rule is set to test the validity of the data input - no other data allowed	(1)
(c) Validation text:  A text message is displayed when validation rules are broken, and advice is given on how to key in the correct data. 	(1)
(d) Required:  data MUST be keyed in, cannot be left open.	(1)
(e) Format: sets format of data e.g. ‘currency R’ or ‘long date’.	(1)
6.4.1 Import the Excel sheet (not copy/paste)	(1)
6.4.2 Forms  (not Table)	(1)
	[33]
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