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1. Label the missing parts. 

 
             [7] 

2. Explain the difference between copy-paste and cut-paste 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

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

3. Name a window action similar to 

(a) Copy-paste …………………………................                                                           [1] 

(b) Cut-paste ……………………………………….                                                           [1] 

4. ……………………….. is a place where copied and/ or cut text is temporarily stored.    [1] 

5. (a) Where do deleted files and folders go? ……………………….                                   [1] 

(b) Write a keyboard shortcut key used to delete files permanently ……………………. [1] 

6. Give four features of Graphical User Interface 

1. …………………………………….. 

2. …………………………………….. 

3. …………………………………….. 



 

Page 4 of 3 
 

 

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

7. Explain how one can open Microsoft Word on the computer 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

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

8. (a) In any window, the maximize button, minimize button and the close button appear 

on……………………… bar                                                                                            [1] 

(b) …………………………… means expanding the window to fill the entire screen     [1] 

9. (a) What is the default name for a folder? ……………………………..                           [1] 

(b) What is the file size of an empty folder? …………………………...           [1] 

10. Zipped files are ………………………………. files.               [1] 
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