[image: image1.jpg]



BAY POINT SCHOOLS 

COMPUTER skills & TECHNOLOGY lab

25005 SW 133rd Avenue

Miami, Florida 33032

305-257-0700                   

Instructor: Mr. Michael Rubin

January 7, 2003                                                                                                                                                                                                                                   
Midterm Exam Study Sheet

The name of the keyboarding program that we use in class is called Typing Tutor VI.

The operating system most often used in PC’s is called Windows.

The following are operating systems.  Windows 95/98 Me, XP,  Linux,  Dos.
Home row keys provide a reference and resting place for your fingers while typing.

Power Point software is a program that is used for presentations.

Raw data and information are not exactly the same.

A monitor has a large footprint and a mouse has a small footprint.

Friendly and business letters can have full block and semi block formats.

A resume should always be no more than two pages long.

A resume is designed to open the door for a further interview and should not have all items listed in great detail.

The process of turning on a computer is called the boot process.     

The small plastic window on a floppy disk is called the write protect slider window.

Floppy disks are fragile and sensitive and cannot be placed near some things.

Magnets are a death sentence for floppy disks.

Our class printers are Laser Printers made by Hewlett Packard. 

A bubble jet printer will most often print in color as well as black and white.

Internet Explorer and Netscape are two types of internet browsers.

ISP stands for Internet service provider.

A shortcut is best described as a predetermined set of commands pictured on the monitor by a familiar icon with a curved and pointed arrow.       

When writing to a School or University a proper formatted letter would utilize size 12 font.

Comic Sans font can be used in informal letters.

Times New Roman, Courier and Ariel are often used in business letters.

If you want type to align to the left of a page you should highlight the text and depress the left justification radio button.

A radio button in the computer world allows you to press a button on screen to perform specific functions.

Jpg, Bmp, Gif and Tiff are graphic file formats. 

Wav, Au, Midi are sound and music formats.

A file that has the suffix of .doc is created with Word 97 or Word 2000.

When paper is added to a laser printer or a photocopy machine you should always fan the paper.

If I wanted to create a greeting card or newsletter, Word  would best suit this task using the computers in our lab.

The guidelines for the proper use of the internet are included in  the Acceptable Use Policy  or AUP, posted on the Lab wall.

An upside down mouse is often referred to as a trackball.

Phone calls can be made all over the world on the Internet.

Music can be downloaded from the Internet. MP-3 and Wav files are sound and music file formats.     

A CD Rom disc can hold 650 megabytes of data and 74 minutes of audio data.

A CD rom disk holds less information than a DVD disk.

A floppy disk goes into floppy drive with the letter “A” or “B”.

Tapes can be used to store and backup data.

Every test you take, every homework assignment you turn in always has your computer class number, date, name and group written on it. 

The following sequence of numbers translates into what date?   000608  =   Year, Month, Day,  or June 6th, 2000.

The smallest unit of information recognized by the computer is the bit.

The rate at which computers transfer information over the phone lines is measured by bits per second or bps.

AC power is a form of electricity that reverses direction 60 times per second in the US, 50 times in Europe.

DC power is provided by an automobile battery or a “D” cell flashlight battery and other battery sources.

Floppy disks can store1.44 megabytes or 720 kilobytes of information.

When using Typing Tutor 6 program in our class you should turn off and uncheck (disable) the “allow backspacing” option.

The internet allows computer users to connect to places all around the world.

An Icon is a picture or graphical object.

The operating system software allows us to use many different programs and is essential for the operation of any computer.

A mouse is an input device.

A CD disk is a round, shiny, flat piece of metal that could contain up to 80 minutes of  sound or 700 Mbytes of data (typically 650 and 74 min).

A keyboard is a device used to enter data and issue commands to the computer.    

A printer is an output device that can make a hard copy of data in the computer.                                                                                          

The monitor is a screen that displays the information from the computer.

In our class we store all information on the “A” drive or floppy drive.

The measure of frequency used internationally to indicate one cycle per second is called the Hertz.

The “WWW” means world wide web in this address…. http://www.cnn.com

E-mail is electronic mail that does not require stamps, does require an address, and can be delivered instantaneously worldwide to any computer that has online and ISP capability

An average cost per month for an ISP is  $20.00.  An average cost per month for a fast internet DSL or Cable connection is  $40.00.
How often should someone save their work when creating a document in Word 97 or 2000? You should save as often as necessary so that you feel comfortable with loosing the unsaved information from the last save.

The keyboard is an assembly of keys (usually 101) used for communicating with the computer. It is the main input device for most computers. 

A font is any set of characters that has the same typeface and style. It allows customizing of text documents. 

Full duplex is the ability to transmit and receive on the same channel at the same time. Think of the two-lane highway example given in class.

Formatting is a predetermined, structured arrangement for the organization of data called “Pizza Man” in class. 

If the write protect slider is open so that you can see through the hole on a floppy disk you cannot record or save information. You can always read information regardless of the position of the write protect slider. 

The first thing you should do when opening a new file in Word 97 or 2000 is name the file by selecting “Save As”.

Always be sure your work is “saved in” the correct location by selecting floppy “A” or shortcut to floppy “A”.

If I want to even out and align the left side, right side or both sides of any document you should select the correct justification.

Rechargeable battery types are nickel cadmium (Nicad), lithium ion (Li), and nickel metal hydride.

A mouse is an input device that allows the user to point and select items on screen.

If I want to have more space on a sheet of paper for typing a document I adjust the margins top, bottom, left and right to a minimum of  

approximately .3 inches in Word 97. This can be done in the page setup area.

Size 10 and 12 point sizes are best used for documents enabling them to be easily read.

The art of making a document look the way you want it to look by selecting font size, bolding, italics, clip art, word art, justification and other techniques is called formatting.

The key combination command for copying highlighted text is Ctrl + C.
The key combination command for pasting text is Ctrl + V.
“Save as”, is a command that opens a dialog box that lets you save a new document or rename a previously saved document. 

“Save”, is the command that saves changes to a previously named document on which you are working.

The microprocessor, cpu or processor is an electronic chip that is the main controller and data processor of the computer. It is sometimes described as the traffic cop of the computer.

Operating system software gets the computer up and running and allows control and loading of other programs.  

Always fan paper when adding to a printer or copier. 

The transmission of scanned text or graphics over telephone lines in digitized form can be called fax or facsimile. 
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