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What does the small arrow in this icon indicate?


	Ans.
	

	2
	A Microsoft excel has a file extension of:

	Ans.
	

	3
	GIF and JPEG files are examples of:

	Ans.
	

	4
	Explain how you would change the properties of a file from read-only to read-write.

	Ans.
	

	5
	Within the Windows explorer you can sort files by file size. Is this true or false?
a) True

b) False

If true, how?

	Ans.
	

	6
	What is the name of the bar displayed across the top of most Windows based application programs?

	Ans.
	

	7
	Name the button used to make an application fill the full screen

	Ans.
	

	8
	What is the file extension used by Adobe Acrobat files?

	Ans.
	

	9
	List two ways how a computer virus may infect your computer.

	Ans.
	1)  

2)  

	10
	In the diagram below, which folder has two sub-folders?
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	Ans.
	

	11
	Write the procedure needed to change the resolution of the screen

	Ans.
	

	12
	Open My Documents and highlight all the word document files. Take a screen shot of the selected files and paste it below.

	Ans.
	Screen Shot:
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