Computer Support Specialist Position
Applicant Name ________________________
Social Science Computer Lab

Written Test

(All questions are 1 point each unless otherwise noted.)

GENERAL COMPUTER KNOWLEDGE

1.
Familiarity with “computerese” (the language of computer professionals) is essential when dealing with technical support personnel and product manufacturers.  Define the following terms related to computer hardware and software and give an example of each.  (Knowledge of what type of object the letters refer to is more important than the acronym translation.) (2 pts. each – 34 total)

Example = CRT – cathode ray tube, such as a Sony 15” or 17” computer monitor

CPU_____________________________________________________________________________________

AGP_____________________________________________________________________________________

ASCII____________________________________________________________________________________

PCI_____________________________________________________________________________________

Serial/Parallel ports__________________________________________________________________________

NIC_____________________________________________________________________________________

USB_____________________________________________________________________________________

RAM_____________________________________________________________________________________

ROM_____________________________________________________________________________________

OCR_____________________________________________________________________________________

GUI_____________________________________________________________________________________

CMOS____________________________________________________________________________________

IDE vs SCSI_______________________________________________________________________________

WYSIWYG_______________________________________________________________________________

TCP/IP ___________________________________________________________________________________

FAQ _____________________________________________________________________________________

URL _____________________________________________________________________________________

2.
The amount of information that can be stored on different types of media varies. Order the following from lowest capacity to highest capacity. (4 pts. total)

___1.2 GB Hard Drive

___Zip Disk

___Several DAT backup tapes

___500 MB Hard Drive

___Floppy disk

___CD-ROM (CDR)

True or False (Mark T or F)

_____3.
Many organizations have written policies prohibiting the copying or unauthorized use of copyrighted software. 

_____4.
Software piracy is the unauthorized and illegal copying of copyrighted software. 

_____5.
The information displayed when booting a system varies depending on the make of the computer and the hardware and software installed.

_____6.
The purpose of anti-virus software is to restore from backup media any data that has been changed or damaged by a computer virus.

_____7.
Even if a computer virus does destroy data files, they can always be repaired.

_____8.
Experts recommend that anti-virus software be installed only on computer systems that are connected to the Internet.

_____9.
Before using any floppy disk, a virus scan program should be used to check for viruses. 

_____10.
Downloaded programs should always be checked for viruses. 

_____11.
Unlike a floppy disk, hard disks do not have to be formatted before they can be used to store data. 

_____12.
Hard disks provide faster access times but smaller storage capacities than floppy disks.

_____13.
Files with extensions such as .EXE, .COM, and .BAT are executable files.

_____14.
Examples of programming languages include Windows 95, MS-DOS, MacOS, and Unix.

_____15.
In a client-server system,all information processing is performed on a user's personal computer

Short Answer 

Fill in the best answer. (Length of answer line is NOT correlated to the correct answer length)

16.
Small visual images on most modern graphical operating systems, which represent files, directories, hardware components, applications, etc, are called ________________?

17.
Name three of the most common software products/companies used for networking PC’s. (3 pts.)

____________________

____________________
____________________

18.
Name at least four PC operating systems in use today. (4 pts.)

__________________
__________________
__________________
_________________

19.
Pressing and releasing a mouse button is called ___________________.

20.
Floppy disks have a _________________ to keep data from being erased accidentally during formatting or other writing operations. 

21.
In the file name MEMOFILE.DOC, the .DOC part is called a(n) ____________________. 

22.
The kind of network commonly found in an instructional computer lab or in a small office environment is called a __________________.

23.
_________________ (is software that) prevents, detects, and removes computer viruses. 

24.
DIR, FORMAT, CD and COPY are examples of ________________ in the MS-DOS operating system

25.
A computer system that displays occasional messages about read/write errors to a hard disk drive may need to run which type of maintenance utility program? _________________

26.
A list of commands or categories of commands that can be performed in a graphical user interface environment is called a _____________________

27.
A graphical user interface feature that moves the information displayed in a window up or down one line or one screen at a time is called a ____________________

28.
The keys on a computer keyboard that are programmable, and whose meaning is determined by each program that uses them, are called ___________________ keys.

29.
If you are working with .BMP, .GIF, and .JPG files, you are working with _____________________

30.
A tiny dot that can be illuminated on a display screen is called a(n) _____________________.

31.
As part of the process of logging in to a computer network a user often needs to provide a what?________________

32.
To move a portion of a document to the clipboard so it can be copied to another document is called ___________________.

WINDOWS 95
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Referring to the screenshot above as your computer’s present screen, answer or complete the following tasks in the easiest/quickest/most efficient manner. 

(Example:  How would you power off the computer for the day?  “Click Shut Down”)

33.______________________________How would you get to the Control Panels?

34.______________________________How would you find deleted items?

35.______________________________How could you look for a file on the hard drive or a CD ROM?

36.  How many applications are running (but are minimized) on this screen. Explain. (3 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

What term(s) do the following sentences define or describe?

37._____________
Prepares a floppy disk so it can store data by defining the tracks, cylinders, and sectors

38._____________
Reorganizes the data stored on disk so files are located in continguous clusters

39._____________
A set of keys located at the top of the keyboard 

40._____________
A symbol that indicates where on the screen the next character entered will appear

41._____________
A symbol the mouse pointer turns into while waiting for the computer to complete an operation, such as starting a large program.

42.
What does the right mouse button do? (3 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

43.
Even though there are few limits to filenames in Windows95, why are many file names still adhering to the 8.3 (--------.---) character limitation. (3 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

44.  In Windows 95, describe the process for formatting a disk in the floppy drive. (3 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

45. In MOST conventional software programs for Windows, what do the following keyboard shortcuts do? 

(1 pt. ea.)
Control Key – N __________________________________________________________________

Control Key – S __________________________________________________________________

Control Key – V __________________________________________________________________

Control Key – F __________________________________________________________________

Alt Key – F then X __________________________________________________________________

Alt Key – Tab Key __________________________________________________________________

Holding down the Del key at startup ______________________________________________________

MACINTOSH

46.
In Windows they are called shortcuts, on Macs they are called what? __________________

47.
Another name for the desktop on a Macintosh system is ____________________

48. In MOST conventional software programs for Mac, what do the following keyboard shortcuts do? 

(1 pt. ea.)
Apple Key – P __________________________________________________________________

Apple Key – Q __________________________________________________________________

Apple Key – X __________________________________________________________________

Apple Key – C __________________________________________________________________

Apple Key – V __________________________________________________________________

Apple Key – S __________________________________________________________________

Apple Key – Shift Key - 1 __________________________________________________________________

Holding down the C key at startup _____________________________________________________________

True or False (Mark T or F)

_____49.
On a Mac, a system error dialog box with an icon of a bomb is roughly equivalent to a general protection fault dialog box on a Windows machine.

_____50.
Macs do not have the Windows equivalent of a StartUp folder.

51. Explain one way to rebuild the desktop file. (3 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

52.
Name at least one potential problem that can occur in case of Extension conflict, and name at least one solution for handling and fixing the problem? (5 pts.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

53.
For MacOS System 7.1 and beyond:  Name 2 items which MUST be contained in the System Folder in order for the system to operate correctly.  (2 pts.)


_________________________
_______________________

APPLICATIONS

54.
A novice user has brought in a disk which he claims has some sort of text file on it and wants to print it out. Look below at this open dialog box in Microsoft Word 97 and give at least two reasons why the file doesn’t appear. (4 pts.)
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

55.
Some of the more widely used application software packages are word processing, desktop publishing, spreadsheets, graphics, presentations, and databases. 

Name one or two examples (see spaces below) of software applications for each and note whether the program is for (W)indows, (M)acintosh, or (B)oth. (1 pt. each)

Word Processing




_________________________(      )

________________________(      )

Desktop Publishing


_________________________(      )

________________________(      )

Spreadsheet


_________________________(      )

Graphics



_________________________(      )

________________________(      )

Presentations


_________________________(      )

Database



_________________________(      )

________________________(      )

Word Processing

56.
Computer software that can convert a file from WordPerfect into MSWord format is called a____________________

57.
A typeface that displays characters heavier and darker is called _________________.

58.
If a spreadsheet works with worksheets, a word processor works with _____________________.

59.
A word processor feature that display a document on the screen exactly as it will look when it is printed is called _________________________

60.
A word processor feature that automatically continues text on the next line when the user reaches the right margin is called _________________________.

61.
A text font that is slanted slightly forward, to the right, to draw attention to words is called ________________.
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Refer to the screenshot above for questions 62-65.

62. _______________Under what menu would you expect to find the cut, copy, and paste commands?

63. _______________Under what menu would you switch between multiple open documents?

64. _______________Is this document presently set up for left, center, or right justification?

65. _______________What is the term used to describe the present settings on the ruler bar for the left margin?

Spreadsheets

[image: image4.png][$16ie gt yow isert Famat ook ta ndon b

[DzraRy|sma<cs|o = (a&[= 4 43|08 H w0

|EE <6 -BzU Hs %, 4.9
o | =

A B 5] D E F G H [} J





Refer to the screenshot above for questions 66-70.

66.
In a spreadsheet, an entry of  =(B2+B3)/2  is called a _________________.

67.
In a spreadsheet, the letters A-J are the addresses of __________________.

68.
In a spreadsheet, a  _____________ is where a row and a column of a worksheet intersect.

69. In a spreadsheet program, the cell which is currently highlighed, in this case A1, and into which any data, label, or formula entered will be placed is called _______________.

70. Three kinds of data that can be entered into a cell in a spreadsheet are numeric data, formulas/functions, and _________________.

INTERNET

71.
Before a browser program can be used to view pages on the World Wide Web, a computer has to be connected to the Internet.  Name two of the most common ways this can be accomplished. (2 pts.)

________________________________________________________________________________________

________________________________________________________________________________________

72.
What is the difference between a chat room and a bulletin board (newsgroup)? (2 pts.)

________________________________________________________________________________________

________________________________________________________________________________________

73.
Some of the more widely used application software packages on the internet are web browsers, email clients, web page development, and ftp programs.  Name two examples of software applications for each and note whether the program is for (W)indows, (M)acintosh, or (B)oth. (1 pt. each)

Web Browsers
_________________________(      )

________________________(      )

Email Clients
_________________________(      )

________________________(      )

Web Page Devel
_________________________(      )

________________________(      )

FTP

_________________________(      )

________________________(      )

74.
A method to transfer files between a remote Internet computer and a personal computer is called _________

75.
Most Web pages are created with a special language called ___________________.

76. Small programs that can be downloaded and run in a Web browser are called __________________.

