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Complete the following sentences using the most appropriate words from this list of word processing

terms.

1

headerhangingguttercentredbullet

widowportraitorphanlandscapejustified

The orientation of a page that is wider than it is high is called(a)

........................................................................................................................................... [1]

A symbol placed in front of each item in a list is called a(b)

........................................................................................................................................... [1]

The indentation of a paragraph where all the lines except the first are indented is called(c)

........................................................................................................................................... [1]

The last line of a paragraph that appears as the first line of the next page is called a(d)

........................................................................................................................................... [1]

Database, presentation, spreadsheet and word processing software are used by a medical centre.

Tick (✓) the most appropriate piece of software to carry out the tasks shown.

2

word processing

(✓)

spreadsheet

(✓)

presentation

(✓)

database

(✓)

Producing a letter to send out to

patients

Creating graphs to show

numbers of people attending the

medical centre

Creating queries from patients’

details

Creating an interactive display

of services offered

[4]
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Smartphones use a Graphical User Interface (GUI).3

Give three benefits of using a GUI.(a)

1 ........................................................................................................................................

...........................................................................................................................................

2 ........................................................................................................................................

...........................................................................................................................................

3 ........................................................................................................................................

...........................................................................................................................................

[3]

Give three characteristics of a smartphone.(b)

1 ........................................................................................................................................

...........................................................................................................................................

2 ........................................................................................................................................

...........................................................................................................................................

3 ........................................................................................................................................

...........................................................................................................................................

[3]
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Workers in an office log onto the office computer network using a password.4

Aaron is using his name as his password.

Give two reasons why this is not a good idea.

(a)

1 ........................................................................................................................................

...........................................................................................................................................

2 ........................................................................................................................................

...........................................................................................................................................

[2]

One method that hackers use to find people’s passwords is to install key-logging spyware onto

computers.

Give two methods that could be used to safely enter passwords even if key-logging spyware

has been installed on a computer.

(b)

1 ........................................................................................................................................

...........................................................................................................................................

2 ........................................................................................................................................

...........................................................................................................................................

[2]
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The secretary of a sports club is setting up a database of members to replace the current manual

system. He will need to create a database structure.

5

Describe the steps involved in setting up and testing the database structure before it can be

used in the new system.

(a)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [4]

When the new system is completed it needs to be implemented. The secretary of the sports club

can implement it using direct changeover or parallel running.

Describe the term parallel running, giving one benefit and one drawback of using this method

of implementation.

(b)

Parallel running .................................................................................................................

...........................................................................................................................................

Benefit ..............................................................................................................................

...........................................................................................................................................

Drawback ..........................................................................................................................

...........................................................................................................................................

[3]
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In June 2000 the London Millennium Bridge opened to the public but closed shortly afterwards for

repairs. The bridge was swaying as people walked across it. Before bridges are built, computer

models are produced and the models are tested.

Explain why computer models are used before building a bridge.

6

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

.................................................................................................................................................. [4]

A club has many members. The secretary of the club wants to keep details of the club members

in a database.

7

Describe the benefits and drawbacks of storing membership details on a computer database.(a)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [6]
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The secretary collects data from the members on paper-based forms.

Describe five features of a well-designed paper-based data capture form.

(b)

1 ........................................................................................................................................

...........................................................................................................................................

2 ........................................................................................................................................

...........................................................................................................................................

3 ........................................................................................................................................

...........................................................................................................................................

4 ........................................................................................................................................

...........................................................................................................................................

5 ........................................................................................................................................

...........................................................................................................................................

[5]
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In 2019 Cambridge recorded the highest temperature for July in the UK. The data was collected

automatically using sensors by a weather station and sent to a computer.

Discuss the advantages and disadvantages of using sensors to collect data rather than humans

collecting the data.

8

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

.................................................................................................................................................. [8]
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Many organisations store data in the cloud.9

Explain what is meant by the ICT term cloud.(a)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [3]

Explain the issues of storing data in the cloud.(b)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [6]
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As our use of the cloud increases, new ways of accessing it safely need to be developed.

The use of typed passwords is being replaced by biometric methods.

Discuss the benefits and drawbacks of using biometric methods.

(c)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [8]
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High street banks now offer customers access to internet banking when they are in the physical

bank.

Discuss the advantages and disadvantages to the bank of using internet banking in this way.

10

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

.................................................................................................................................................. [6]

A village is built next to a river. During heavy rain the river floods and endangers the people living

in the village. If the river is in danger of flooding, an email is sent to all members of the village.

11

Explain why an email group is used when contacting the villagers.(a)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [3]
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Sensors are placed in the river to check the water level. If the water level in the river rises more

than 5m above normal river levels, a flood barrier is raised to safeguard the village. The flood barrier

remains raised until the water level drops to normal levels.

Explain why the data from the sensors cannot be read directly by the computer and name the

device that needs to be used so that the computer can read the data.

(b)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [3]

Describe how a microprocessor uses the data from the sensors to raise and lower the flood

barrier.

(c)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [6]
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A computer system uses a Graphical User Interface (GUI).

Write down two features of a GUI and for each give a reason why they are needed.

12

Feature 1 ..................................................................................................................................

Reason 1 ..................................................................................................................................

..................................................................................................................................................

Feature 2 ..................................................................................................................................

Reason 2 ..................................................................................................................................

..................................................................................................................................................

[4]

Computers are being used in offices.

Describe how the use of computers has affected the work of employees and their working patterns.

13

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

.................................................................................................................................................. [6]
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rtf and pdf are file types.14

Describe what is meant by an rtf and a pdf file type.(a)

rtf ......................................................................................................................................

...........................................................................................................................................

pdf .....................................................................................................................................

...........................................................................................................................................

[2]

Explain the differences between the two file types.(b)

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

...........................................................................................................................................

........................................................................................................................................... [3]

Proofreading is often confused with visual verification.

Describe the differences between proofreading and visual verification.

15

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

.................................................................................................................................................. [2]
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