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Information Technology
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Snow Booklet

Name ________________ 

Class  ____

Introduction

Exercise 1

1. Write down your network username.
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2. Why must you never write down your password?
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Why, when you type your password, do the characters not appear on the screen?
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Exercise 2
1. Label the different parts of the computer system shown.
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Keyboard Skills

Exercise 3
Fill in the missing words.

1. The B _ _ _ _ _ _ _ _ key is used to correct mistakes.

2. The D _ _ _ _ _ key gets rid of characters on the right of the text cursor.

3. The S _ _ _ _ bar makes gaps between words.

4. You can use the S _ _ _ _ key to type capital letters.

5. When the Caps Lock key is on it switches the letter to 
c _ _ _ _ _ _ _.
6. A small l _ _ _ _ shows that the Caps Lock key is switched ON.

7. The Shift key and the = key pressed at the same time will type a p _ _ _ sign.

8. It is better to use the S _ _ _ _ key than the Caps Lock key when starting a   s _ _ _ _ _ _ _.

   (© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)


Exercise 4
There are 16 words and phrases hidden in the word search below.  See if you can find them.

	W
	A
	N
	B
	F
	U
	N
	C
	T
	I
	O
	N
	K
	E
	Y
	S
	L
	E

	S
	V
	U
	B
	L
	O
	C
	U
	R
	S
	O
	R
	F
	G
	H
	J
	K
	N

	D
	O
	M
	N
	A
	U
	C
	O
	P
	S
	A
	S
	Z
	S
	X
	A
	V
	T

	Q
	W
	E
	M
	P
	C
	A
	T
	S
	D
	F
	G
	B
	P
	E
	E
	M
	E

	E
	R
	R
	E
	Q
	R
	K
	D
	R
	H
	J
	K
	Q
	A
	S
	R
	E
	R

	S
	T
	I
	G
	L
	M
	F
	S
	G
	L
	L
	Z
	R
	C
	C
	A
	Y
	K

	H
	Y
	C
	G
	N
	D
	H
	J
	P
	X
	K
	C
	U
	E
	K
	D
	I
	E

	I
	U
	K
	T
	E
	I
	K
	L
	Z
	A
	V
	E
	O
	B
	E
	R
	P
	Y

	F
	I
	E
	I
	A
	L
	T
	K
	E
	Y
	C
	B
	Y
	A
	Y
	A
	A
	S

	T
	O
	Y
	M
	O
	U
	X
	C
	Y
	N
	M
	E
	D
	R
	F
	O
	G
	H

	K
	P
	P
	E
	T
	A
	V
	E
	B
	R
	Q
	W
	K
	J
	K
	B
	L
	Z

	E
	A
	A
	R
	O
	V
	K
	N
	E
	O
	E
	R
	X
	E
	C
	Y
	V
	B

	Y
	S
	D
	N
	Q
	E
	M
	S
	Q
	S
	T
	Y
	N
	M
	Y
	E
	Q
	W

	D
	F
	V
	W
	P
	E
	U
	W
	E
	R
	U
	I
	E
	R
	T
	K
	Y
	U

	G
	H
	N
	A
	R
	O
	R
	T
	Y
	U
	O
	P
	I
	O
	P
	N
	A
	S

	J
	K
	C
	T
	M
	Y
	U
	I
	O
	C
	A
	S
	D
	F
	G
	I
	H
	J

	L
	S
	X
	C
	A
	P
	S
	L
	O
	C
	K
	K
	E
	Y
	K
	A
	L
	Z

	E
	Z
	D
	A
	T
	A
	E
	N
	T
	R
	Y
	D
	X
	C
	V
	M
	B
	N


	Cursor
	Alt key

	Mouse
	Backspace key

	Shift key
	Escape key

	Enter key
	Function keys

	Data entry
	Numeric keypad

	Esc key
	Space bar

	Main keyboard area
	Ctrl key

	Egg timer
	Caps lock key


(© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)

Wordprocessing

Exercise 5
Fill in the missing words.

1. Wordprocessors can be used all over the world in any 
l _ _ _ _ _ _ _.

2. Wordprocessing helps you make good looking d _ _ _ _ _ _ _ _.

3. You can use wordprocessors to c _ _ _ _ _ _ mistakes.

4. Wordprocessors let you s _ _ _ your work on the computer’s hard disk.

5. Click on ‘S _ _ _ / A _…’ to name your document.

6. You can move the t _ _ _ cursor with the S _ _ _ _ _ Cursor keys or the mouse.

7. You can get rid of mistakes on the right of the text cursor with the D _ _ _ _ _ key.

(© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)

Exercise 6
1. Describe one way of highlighting a block of text. 





2. Once a text block has been highlighted, how can you change the look of the text?




3. What is a font and what style should you choose?


4. Fonts are used in different sizes.  How are they measured? 


5. How can you remove a block of text?  Think carefully, there are two ways to do it!





6. How can you move a block of text from one place to another in a document?




What toolbar buttons will you use? 


7. How do you copy a block of text? 



What toolbar buttons will you use? 

8. Draw the Menu bar button and fill in the shortcut keys that usually mean:


CUT



   
_ _ _ _   and  __ 

COPY


   

_ _ _ _  and  __ 

PASTE


     
_ _ _ _   and  __ 
(© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)

Exercise 7
Fill in the missing words.

1. The space at the side of the text is called the m _ _ _ _ _.
2. Fully a _ _ _ _ _ _ text is lined up on both left and r _ _ _ _ margins.

3. If text is not aligned to either the left or right margin, or both, then it must be c _ _ _ _ _ _.

4. To open a file you click on ‘File’ then O _ _ _.

5. After a word processed file is o _ _ _ _ _ , new text can be added.

6. When you Search and R _ _ _ _ _ _ you can save lots of time.

(© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)
Exercise 8
Below are some of the buttons from Microsoft Word toolbar.  Write down what each button does.
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Exercise 9
There are 16 words hidden in the word search below.  See if you can find them.

	Q
	W
	E
	X
	R
	P
	A
	S
	T
	E
	Z
	O
	R
	T
	R
	U
	Y
	P

	X
	O
	Z
	A
	S
	D
	F
	G
	H
	J
	K
	L
	P
	O
	I
	N
	U
	A

	C
	R
	V
	B
	N
	S
	L
	A
	N
	T
	I
	N
	G
	M
	Q
	D
	E
	G

	D
	D
	F
	I
	G
	H
	J
	K
	L
	P
	O
	I
	U
	Y
	T
	E
	R
	E

	S
	P
	A
	Z
	N
	X
	V
	E
	R
	S
	I
	O
	N
	C
	V
	R
	B
	D

	K
	E
	L
	O
	I
	S
	U
	Y
	T
	M
	R
	E
	W
	Q
	M
	L
	N
	O

	P
	R
	J
	H
	G
	F
	E
	D
	S
	Z
	A
	X
	A
	C
	V
	I
	B
	W

	G
	F
	F
	D
	S
	A
	Z
	R
	X
	C
	V
	I
	B
	N
	M
	N
	D
	N

	A
	E
	Q
	K
	P
	T
	O
	I
	T
	U
	Y
	T
	L
	R
	W
	E
	Q
	E

	S
	C
	D
	C
	G
	E
	H
	J
	K
	T
	M
	N
	B
	M
	V
	C
	X
	Z

	A
	T
	Q
	E
	W
	X
	E
	R
	T
	Y
	U
	I
	O
	P
	E
	L
	K
	J

	H
	T
	J
	H
	G
	T
	F
	D
	S
	A
	Z
	X
	C
	V
	B
	R
	N
	M

	Q
	W
	E
	C
	R
	C
	T
	Y
	U
	I
	O
	P
	E
	N
	D
	A
	G
	S

	W
	Q
	Z
	L
	X
	U
	C
	V
	B
	N
	M
	L
	K
	J
	H
	F
	D
	E

	H
	W
	S
	L
	D
	R
	G
	G
	C
	E
	N
	T
	R
	E
	D
	V
	B
	Z

	O
	O
	T
	E
	R
	S
	U
	I
	O
	P
	M
	V
	I
	T
	A
	L
	I
	C

	M
	R
	T
	P
	Y
	O
	I
	O
	P
	L
	K
	J
	H
	G
	F
	D
	S
	A

	E
	D
	W
	S
	E
	R
	T
	R
	Y
	U
	I
	O
	L
	A
	Y
	O
	U
	T


	Paste
	Page down

	Home
	Insert

	Mailmerge
	Italic

	Slanting
	Underline

	Spellcheck
	Layout

	Version
	Text cursor

	Wordperfect
	End

	Centred
	Cut 


  (© KeyBytes Version 3.2 Worksheets; Summerfield Publishing Ltd 2000)

The Internet
Exercise 10

1. List 3 things you can do on the Internet.

_____________________________________________________
2. What is a hyperlink?

_____________________________________________________

_____________________________________________________
3. You can stay safe online by being SMART. Write down what each of the letters stand for.

	S
	

	
	

	M
	

	
	

	A
	

	
	

	R
	

	
	

	T
	


4. Write down 3 examples of personal information.

_____________________________________________________
5. Why should you not give out personal information to someone you have met on-line?
_____________________________________________________
6. Why should you NOT meet up with someone you have met online?

_____________________________________________________

7. If you see something on the Internet that makes you feel uncomfortable or worried what should you do?

_____________________________________________________
8. Write down 2 points about staying safe in chatrooms.

_____________________________________________________
9. What is malware? 

_____________________________________________________
10. What is the name given to a person who tries to access your computer without permission?

_____________________________________________________
Spreadsheets

Exercise 11
Below is an example of a spreadsheet

	
	A
	B
	C
	D
	E
	F

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	


1. Colour in row 5 and label it ‘row 5’.

2. Colour in column D and label it ‘column D’.

3. Colour in cell F8 and label it ‘cell F8’.

4. Spreadsheet columns are named by a l _ _ _ _ _.
5. Spreadsheet rows are named by a n _ _ _ _ _.


6. What does this button allow you to do? 

____________________________________

D





E





G





H





A





F





B








C








