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Software applications are used to produce documents, publications, spreadsheets, database, presentations, web pages and many more types of digital media.
Using the Internet or other sources of information to find your answers, answer the following questions.

Questions
1.
Explain the purpose of the following software applications:

MS Word

MS Excel

MS Internet Explorer

MS PowerPoint

MS Access

Adobe Photoshop

Adobe Dreamweaver
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Files and folders

Files and folders are an important method of organising and structuring files on a computer system. Naming folders and files with appropriate filenames enables them to be easily located, organised and managed.

Activity

1.
Look at the following screenshot and circle the image, text files and the folder.

2.
Label the remaining files with the name of the software package they represent.
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3.
Explain the steps taken to create a new folder.
4.
Explain why it is important to use folders and appropriate file names.
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Using Files and File Extensions

Computer systems use many different files for different purposes. A computer system can have thousands of different files and file extensions which are associated with different programs. 
Using the Internet or other sources of information to find your answers, answer the following questions.

Questions

1.
Look at the following table and write the software application for each file extension.

	File Extension
	Software Application

	.doc
	

	.ppt
	

	.xls
	

	.htm
	

	.psd
	

	.bmp
	

	.pptx
	

	.gif
	

	.xlsx
	

	.docx
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Using Removable Media

Removable media can be used for many different purposes.

Using the Internet or other sources of information to find your answers, answer the following questions.

Activity

1.
Look at the following types of media and describe / explain their purpose. 


Questions

1.
Give two advantages of using a flash drive for storing information.

2.
Give two disadvantages of using a CD / DVD Rom for storing data?
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Minimising Physical Stress

When working on a computer for long periods of time, the user should take regular breaks to avoid any strain and physical stress. 

There are many recommended safe working practices to minimise stress which include:

(
Adjust seat to an upright position

(
Check and adjust computer cables safely

(
Take regular breaks 
Using the Internet or other sources of information to find your answers, answer the following questions.

Questions

1.
Describe three methods to reduce physical stress.

2.
Write two more methods of reducing stress which are not included in the list above.

3.
Name and explain two possible injuries that can occur when a computer user does not follow safe practices when working in ICT.
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Keeping Information Secure
Information must be kept safe and secure.  There are many methods to keep information secure from accidental deletion or loss of data.  These methods include using a backup media, such as a CD / DVD, flash drive or backup tapes. 

Using the Internet or other sources of information to find your answers, answer the following questions.

Questions

1.
Why is it important to keep information safe and secure?

2.
Describe two methods of backing up information.

3.
What is a flash drive?

4.
What is the difference between a CD compared to a DVD?
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