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If tho computor application you are waorking on has “frozen’ what is the first
thing vou should oo?

O Re-install the non-responding application.

O P; Ctrl »Alt+Deletea. 7
< Turn off the PC's power supply.

L] Select Exit from the application’s File menu.
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Pressing which of thao foltowing keys waould place a picture of what is
currantly displayed on your monitor onto tho clipboard?
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Access the dialog box that would enable you to install new software.

Click and drag the My Documents icon into the white frame.



File Edit -~ View Favorites  Tools
ST [ W X | Es

address 124 My Documerits

Folders
Iﬁ 5 Desktop

¥ My Documents
E = My Computer
¥ &b 3% Floppy (A1)
¥  Local Disk (C:)
i* Compact Cisc (D:)
@ M zip 100 (E:)
)% Control Panel

["3 Recycle Bin

[7 object(s) (Disk frea spats: 7,09 GB)

'l§
sl |

Modified

Name 4 I L5 Type

[£lj) addressList.mdb 20KB Microsoft... 22112002

£ )Clapping.way 80KB Wave So... 22/11/2002
Expenses.xls 67 KB Microsoft... 2271172002

&3 THoliday pics.ppt 300KB Microsoft... 22{11/2002

@lhnvoice.doc 240 KB Microsoft... 22{11/2002

18 Logo.jpg 7S5KB JPGFile 2211142002
Photos.zip 1S0KB  WinZip File 22{1142002

453ty Computar

In this Exploicr window create a sheitcut to the PowerPeint file called Holiday pics.ppt.

Minimise the By Computer window.




Which of these statemoents is false?

s important to backup files to an extornal storage device sa that: . .
~ Cralilt Jligady

o you still have flies stored in external location if the buitding with your PC is flooded.

original liles can be restored from backup if someone on the network deletes files
by mistake.

: two leams can work on the same fites in two different locations.

(o you can restore your files from backup if you lose your taptop.

2okl gl

Whiich two of theso statements could each be used to compigte the
tollowing sentence? & camputer virus is a program thar:

« can usually be detected by anti-virus sollware.

[ cannot enter your compuater untess your computer is on a network.

disappears once it has displayed a message.

[} can reproduce itself via email attachments.

can enter a compulter system if hardware such as a new mouse is added.

Filz  Edit  Miew  Favorites Tools . Help
NN e Wy X oy |

earch x Enter vour search criteria to begin.
d‘; New | @

9,1 Search for Files and Folders

Search tof files or folders named:

l

Containing text

l

Look in:

Local Harddrives (C:)

Search Now I

I~ Advanced Options
neice is cunently disabl

Indzxing

: . utladl 3 gl

Find all files on the : drive that were created dwring the previous 2 months.

Click the Search Now hntton to subinit your answer.
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Increase vyour living shace

There are several ways in which you can increase your living space. People miss
the opportunity to maximise unused space in their house, letting things
accumulate in the main living areas such as the kitchen and sitting room. As a
result, the house appears very cluttered. Many pecple think the answer to this 1s a
costly and, often, unnecessaty extension.
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Save this docinnent as o Web Page.

Mote: Do nat change the default file niane o location.

i] File Edit’ View Insert " Formst Tools - Tabls Window : telp
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Success Factors

The main secret of our success in this area is the provisiun of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed lo be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.

Future Strategy

To stay akead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspacts in the expansion of an already highly
succeseful ¢eries of products.

The workloice cantinues to be one of our greatest assets, for without their dedication to the
productinn of quality materials that deliver on tima and within budget, our 1argets could not be met.

Staff Issues

It is essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher.

Maintaining stability in the workforce
Elnimiz| |
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Use the Find amd Replace dialog boex to find the next instance of the wotd atea in
this document.
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Human resources repo - N
. i
Ac the ‘team’ is so cent: _ 3 @ W ding environment At
s0 that a minimum level ¢ e . . , ERTTTTE iy
- 838 E -3tm 2l il =
i
Incoming Quigoing Total G
fvlon 215t 54 68 122
Tues 22nd 122 74 196
Wved 23 88 96 184
Thuts 24t __ | 67 85 152
5 244 o4 [ 338
Fri 250 244 94 338 H
Sat 26t 42 368 410
IpPage 1 171 h LAl "

e SN Jigad)

lelete the selected row and all of its contents.

Hote: Do not deselect the selected cells o1 reselect any other cells,

' File Edit. Yiew Insert’ Format Tools s Tables: Window: Help
DER SRV BOrO-w.. @ BO 10 ¢
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Corne to the Zoo.

Bring the whole family! Fun for all ages.

Come see the new gorilla habitat, full of trees, bush, and even a pond. With our new heating and
cooling systems, the animals can enjoy their new environment all year long.

Ask about our free pony tides for children under 12, and horse back riding for people of all ages.

Paae 1 Sec 1 111 Ab L in't  €Col 1 b pesREEEET o
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A graphic file named giraffe. jirg is stored in the current My Pictwies felder on
tive haud disk of this computer.
Insait this image into the docunient at the flashing insertion peint.
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Human resources report Dec. 2001

As the 'team’ is so central to our success, we must strive for the best possible working
environment so that a minimum level of staff turnover is maintained.

Team building should be the focus for all management. The effort put into this area would be fully
repaid within a short timescale and compared to the alternatives of hiring large numbers of new
personnel and retraining them, is a significantly less daunting task.

ik
Other offices worldwide run exciting and varied programs and we should implement some of these P
here. Why not organise a group seminar where all Human Resource managers could exchange ]
ideas and benefit from each other's experiences. £

Social events can greatly contribute to the Team spirit and should be encouraged throughout the
organisation. The more that we can bring people together as a ‘family’ the more chance we have of
them feeling that this group is where they want to see their future.
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Print § capies of the current page of this document.

Mote: This is a simulation - you do not need ta have a printer attached to your computer.
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The minutes that you have been keeping ofithe committee meetings provide an essential and
valuable record. However, | feel that an improvement could be made as to how these are currently
presented. £
Often during meetings actions are allocated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, it is all to
easy for these to be overlooked and even completely forgotten about.

Ifiyou could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help tifocus all of us on carrying them out before the following meeting.

We should then make the first item of the Agenda for each meeting signing off on these actions or
carrying forerard any that have not been carried out.

Please note the following:

The minutes that you have been keeping of the committee meetings provide an essential and
valuable record. However, | feel that an improvement could be made as to how these are currently
presented.

adbaad! J gt

You wish to copy the format of the selected words Ref. Commiittee Meeting Minutes: and then
apply that forinat to the words Please note the following:
Click the teolban butten that would enable you to cany out this task.
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Human resources report Dec. 2001

As the ‘team’ is so central to our success, we must strive for the best possible woarking
environment so that a minimum level of staff turnover is maintained.
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Delete the selected graphic on screen.
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Insert automatic page numbers into the button left corner of all pages in
this document

Close the open document without closing the application.
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Increase yvour living space ”J

There are several ways in which you crease your living spac« Feople rmiss
nise u in their housae. letting th
ving a s the Kitchen and sitting
rs very red. Many people think the ans
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Change the name of the file report.doc to Assets.doc
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IRR — NPV - Payback Period — Benefit / Cost Ratio

3 4 S 6 7 8 9 10
Benefits | 0 80 | 120 250 250 {200 |200 |200 | 200
100 |30 30 (30 (30 (30 [30 |30
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1. Working Capital

2. Equalizing Discount Rate
3. Preproduction Expenses
4. Amortization

5. Level Payment

6. Dividends

7. Equity

8. Accounts Receivable

9, Debt Service

10. Cost effectiveness.
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Table(1):Discount factor_How much 1 at a future date is worth today[present value p=1/(1+r)n ]

tatie2008

1% 2% 3% 4% 5% 6% % 8% 9% 10% 1% 12% 13% 14% 15% 16% 17% 18% 19% 20% 25% 30% 35% 40% 50%
0.990 0.980 0.971 0.962 0.952 0.943 0.935 0.926 0.917 0.909 0.901 0.893 0.885 0.877 0.870 0.862 0.855 0.847 0.840 0.833 0.800 0.763 0.741 0.714 0.667
0.980 0.961 0.943 0.925 0.907 0.890 0.873 0.857 0.842 0.826 0.812 0.797 0.783 0.76% 0.756 0.743 0.731 0.718 0.706 0.694 0.640 0.592 0.548 0.510 0.444
0.971 0.942 0.915 0.889 0.864 0.840 0.816 0.794 0.772 0.751 0.731 0.712 0.693 0.675 0.658 0.641 0.624 0.60% 0.593 0.579 0.512 0.455 0.406 0.364 0.296
0.961 0.924 0.888 0.855 0.823 0.792 0.763 0.735 0.708 0.683 0.659 0.636 0.613 0.582 0.572 0.552 0.534 0.516 0499 0.482 0.410 0.350 0.301 0.260 0.198
0.951 0.906 0.863 0.822 0.784 0.747 0.713 0.681 0.650 0.621 0.593 0.567 0.543 0.51% 0.497 0.476 0.456 0.437 0.41% 0.402 0.328 0.269 0.223 0.186 0.132
0.942 0.888 0.837 0.790 0.746 0.705 0.666 0.630 0.596 0.564 0.535 0.507 0.480 0.456 0.432 0.410 0.330 0.370 0.352 0.335 0.262 0.207 0.165 0.133 0.088
0.933 0.871 0.813 0.760 0.711 0.665 0.623 0.583 0.547 0.513 0.482 0.452 0.425 0.400 0.376 0.354 0.333 0.314 0.296 0.273 0.210 0.158 0.122 0.095 0.059
0.923 0.853 0.788 0.731 0.677 0.627 0.582 0.540 0.502 0.467 0.434 0.404 0.376 0.351 0.327 0.305 0.285 0.266 0.249 0.233 0.168 0.123 0.091 0.068 0.038
0.914 0.837 0.766 0.703 0.645 0.592 0.544 0.500 0.460 0.424 0.391 0.361 0.333 0.308 0.284 0.263 0.243 0.225 0.203 0.194 0.134 0.094 0.067 0.048 0.026
0.805 0.820 0.744 0.676 0.614 0.558 0.508 0.463 0.422 0.386 0.352 0.322 0.295 0.270 0.247 0.227 0.208 0.191 0.176 0.162 0.107 0.073 0.050 0.035 0.017
0.896 0.804 0.722 0.650 0.585 0.527 0.475 0.42% 0.388 0.350 0.317 0.287 0.261 0.237 0.215 0.185 0.178 0.162 0.148 0.135 0.086 0.056 0.037 0.025 0.012
0.887 0.788 0.701 0.625 0.557 0.497 0.444 0.397 0.356 0.319 0.286 0.257 0.231 0.208 0.187 0.168 0.152 0.137 0.124 0.112 0.06S 0.043 0.027 0.018 0.008
0.879 0.773 0.681 0.601 0.530 0.46% 0.415 0.368 0.326 0.230 0.258 0.229 0.204 0.182 0.163 0.145 0.130 0.116 0.104 0.093 0.055 0.033 0.020 0.013 0.005
0.870 0.758 0.661 0.577 0.505 0.442 0.388 0.340 0.299 0.263 0.232 0.205 0.181 0.160 0.141 0.125 0.111 0.099 0.088 0.078 0.044 0.025 0.015 0.009 0.003
0.861 0.743 0.642 0.555 0.481 0.417 0.362 0.315 0.275 0.23% 0.209 0.183 0.160 0.140 0.123 0.108 0.085 0.084 0.074 0.065 0.035 0.020 0.011 0.006 0.002
0.853 0.728 0.623 0.534 0.458 0.394 0.333 0.292 0.252 0.218 0.188 0.163 0.141 0.123 0.107 0.093 0.081 0.071 0.062 0.054 0.028 0.015 0.008 0.005 0.002
0.844 0.714 0.605 0.513 0.436 0.371 0.317 0.270 0.231 0.198 0.170 0.146 0.125 0.108 0.093 0.080 0.063 0.060 0.052 0.045 0.023 0.012 0.006 0.003 0.001
0.836 0.700 0.587 0.494 0.416 0.350 0.296 0.250 0.212 0.180 0.153 0.130 0111 0.095 0.081 0.069 0.059 0.051 0.044 0.038 0.018 0.009 0.005 0.002 0.001
0.828 0.686 0.570 0.475 0.396 0.331 0.277 0.232 0.194 0.164 0.138 0.116 0.098 0.083 0.070 0.060 0.051 0.043 0.037 0.031 0.014 0.007 0.003 0.002 0.000
0.820 0.673 0.554 0.456 0.377 0.312 0.258 0.215 0.178 0.1438 0.124 0.104 0.087 0.073 0.061 0.051 0.043 0.037 0.031 0.026 0.012 0.005 0.002 0.001 0.000
0.811 0.660 0.538 0.439 0.35% 0.294 0.242 0.198 0.164 0.135 0.112 0.083 0.077 0.064 0.053 0.044 0.037 0.031 0.026 0.022 0.008 0.004 0.002 0.001 0.000
0.803 0.647 0.522 0.422 0.342 0.278 0.226 0.184 0.150 0.123 0.101 0.083 0.068 0.056 0.046 0.038 0.032 0.026 0.022 0.018 0.007 0.003 0.001 0.001 0.000
0.795 0.634 0.507 0.406 0.326 0.262 0.211 0.170 0.138 0.112 0.081 0.074 0.060 0.043 0.040 0.033 0.027 0.022 0.018 0.015 0.006 0.002 0.001 0.000 0.000
0.788 0.622 0.492 0.330 0.310 0.247 0.197 0.158 0.126 0.102 0.082 0.066 0.053 0.043 0.035 0.028 0.023 0.013 0.015 0.013 0.005 0.002 0.001 0.000 0.000
0.780 0.610 0.478 0.375 0.295 0.233 0.184 0.146 0.116 0.092 0.074 0.053 0.047 0.038 0.030 0.024 0.020 0.016 0.013 0.010 0.004 0.001 0.001 0.000 0.000
0.772 0.598 0.464 0.361 0.281 0.220 0.172 0.135 0.106 0.084 0.066 0.053 0.042 0.033 0.026 0.021 0.017 0.014 0.011 0.009 0.003 0.001 0.000 0.000 0.000
0.764 0.586 0.450 0.347 0.268 0.207 0.161 0.125 0.098 0.076 0.060 0.047 0.037 0.02% 0.023 0.018 0.014 0.011 0.009 0.007 0.002 0.001 0.000 0.000 0.000
0.757 0.574 0.437 0.333 0.255 0.196 0.150 0.116 0.090 0.069 0.054 0.042 0.033 0.026 0.020 0.016 0.012 0.010 0.008 0.006 0.002 0.001 0.000 0.000 0.000
0.7438 0.563 0424 0.321 0.243 0.185 0.141 0.107 0.082 0.063 0.048 0.037 0.02% 0.022 0.017 0.014 0.011 0.008 0.006 0.005 0.002 0.000 0.000 0.000 0.000
0.742 0.552 0.412 0.308 0.231 0.174 0.131 0.098 0.075 0.057 0.044 0.033 0.026 0.020 0.015 0.012 0.009 0.007 0.005 0.004 0.001 0.000 0.000 0.000 0 000
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Move the graphic to Slide 7 in this presentation.
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Change the type of this chart from a column to a bar chart.

de Show wWindow “ Flaln

Times Newvw Roman

All The Way To The Moon

Copy slide number 2 and paste it as slide number 4 In this presentation.
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Clear the contents of caell B3 without deleting the cell.
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Insert a new worksheet into this workbook.

Territory Sales Plan

Terrltory Year Actual

Africa

Type a function inte cell F8 that will calculate the smallest value in the highlighted range.

Press the Enter key when you have finished.
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=} *Team leaders

are in bold

Team leadets are in
__Production Dept
Gretta Bnnche
Anne Campbell
Aaron Eder
Leo Bernstein
Adam Edwards
Erzo Farelli
10 | Andrevr Davidson
11 [Aisling Miller
Harry Knowles
13 |Dorninique Seurat
14 {dohn Barny
15 |Pili Halldare
16 {Naomi Byrne
7 iStefano Pescina

0 M~ DR AW N~

Neady

9)

Use the Neplace tool to replace all occurrences of the name Jane Harris with Tim Soow.

old

Employee Listing (2003)

Design Dept

Accounts Dept

oA Dept

Mark Edelbach
Frances Smith
Sharig Siddiqui
Lee Yuk Sin
Silva Gorma
Kirn Nam Sim
Wolf Siegert
Alain Sibille
Katl Wagner
Graham Short
Karin Edelbach
Klaus Siebs
Didier Blanc
Rodriga Pereira

A8 - " g
(414 > isN\Sheett ¢'sheetz’ ¥ sheetd,

Deirdre Gahan
Anva Merton
Kay Sigurd
Melanie Cutter
Lee Siew Shen
Martin O'Neill
Cathryn Roberts
Claudia Kelly
Rachel Morton
Carlos Eduardo
Pablo Sierchio
Juan Gonzalez
Jdim Jordan

Neill Plunkett

L opiia tansana

Jimm Jordan
Eugenia Katawa
Deirdre Gahan
Claudia Kelly
Cathryn Roberts
Carlos Eduardo
Anya Merton
Roger Sibille
Rachel Morton
John Breen
Neill Plunkett
Melanie Cutte:
Neil Roberts
Jayne Maher

Rl Reamnfarvel......

R

1R
Alain Sibhi
Sara Wagt
Mark Edell
Lee Yuk S
Klaus Siel
Kim Nam ¢
Karin Edel
Graham St
Frances S
Didier Blar
Josie Taylc
Rose Tibet
Frank Smi
Ruth Asah

PR

4] File Edit Wiew Insert Format - Tools ‘Data: Window  Help

L0 e = A 2L R W8 & oo -
1 Arial = 7%, ‘_‘0‘7,_;0‘3 voan e A

D3 v i

A | Bl Bt | | -

1 Profit Projection .
2 i Jan Feh Mar
3 Actual : Forecast| Actual . Forecast] Actual :Forecast
4 Income 12560 10000 12980 10000 13580 10000
5 Costs | 2350: 4000 4580 5000 5400 4000
5 Profit 10210 6,100 0400 4,500 0100 6,000 .

10y

0y [pI ISt Quarter ( Jan-Feb s Sheet3: J
Reacky

Print 3 copies of this worksheet.
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Answer the following questions (please apply good hand writing):

il sl Gusang (inaia JS e canall al g pa an gt A d2adl g e g Jass AAY) ga )
JSG ST B8 gaaliy

1) Define the following Terminologies:

a. The market b. Real prices

c. Short run d. Economic profit
e. Average variable cost f. Marginal product
g. Quantity Demanded h. Marginal cost

L. Economies of scale (increasing return to scale)

J. Movement along demand curve

2) Depict (graphically present) the following:

a. Total product curve, average product curve. and marginal product curve.

b. Short run average fixed cost. average variable cost. average total cost.

marginal cost.

3) Nominate
a. factors that determine the household (individual) demand

b. factors that determine the individual firm supply

4) Show using graphic presentation
a. the impact of increasing demand on equilibrium price and quantity

b. derivation of market demand from individual demand

5) Translate to Arabic the following paragraph: " In pure competition there
are many firms selling identical products with no one firm large enough to the
entire market to influence the market price. If one firm drops out of the market
supply is not decreased enough to cause the price to increase. No single seller

feels that he affects or is affected by other sellers in the market. "
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Answer the following questions (please apply good hand writing):

9hds dday) g sall
1) Define the following Terminologies:
a. Household b. Nominal prices
c. Competitive market d. Economic profit
e. Average total cost f. Average product
g. Quantity supplied h. Marginal cost
I. Diseconomies of scale (decreasing return to scale)
J.  Movement along supply curve
2) Depict (graphically present) the following:
Total product curve, average product curve. and marginal product curve.
b. Short run average fixed cost, average variable cost. average total cost,
marginal cost.
3) Nominate
a. factors that determine the household (individual) demand
b. factors that determine the individual firm supply
4) Show using graphic presentation
a. the impact of decreasing supply on equilibrium price and quantity
b. derivation of market supply from individual firm supply
5) Translate to Arabic the following paragraph: " Explicit costs of production

are the outlays made by a firm that we usually think of as its expenses. They
consist of explicit payments for resources bought or hired by the firm. The
firm's payments for raw and semi finished materials, payments of overhead
costs of various kinds, and payments into sinking funds and depreciation

accounts are examples of explicit costs. "
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Answer the following questions (please apply good hand writing):

1) Define the following Terminologies:
a. Household b. Nominal prices
c. Competitive market d. Economic profit
e. Average total cost f. Average product
g. Quantity supplied h. Marginal cost
I. Diseconomies of scale (decreasing return to scale)
J.  Movement along supply curve
2) Depict (graphically present) the following:
a. Total product curve, average product curve, and marginal product curve.
b. Short run average fixed cost, average variable cost. average total cost,
marginal cost.
3) Nominate
a. factors that determine the household (individual) demand
b. factors that determine the individual firm supply
4) Show using graphic presentation
a. the impact of decreasing supply on equilibrium price and quantity
b. derivation of market supply from individual firm supply
5) Translate to Arabic the following paragraph: " Explicit costs of production

are the outlays made by a firm that we usually think of as its expenses. They
consist of explicit payments for resources bought or hired by the firm. The
firm's payments for raw and semi finished materials, payments of overhead
costs of various kinds, and payments into sinking funds and depreciation

accounts are examples of explicit costs. "
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