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Introduction

Welcome to the Cambridge IGCSE™ Information and Communication Technology Practical Workbook.
The aim of this Workbook is to provide you with further opportunity to practise the skills you have
acquired through using the Cambridge IGCSE Information and Communication Technology Student’s
Book. It is designed to complement the third edition of the textbook and to provide additional
exercises to help you in your preparation for your examinations.

The chapters in this Practical Workbook reflect the numbering and order of practical elements and
chapters in the Student’s Book and the syllabus - so Chapter 11 in this Workbook supports the
content in Chapter 11 of the Student’s Book. You will be writing your answers in this book, and as a
guide there are generally two lines for each main point you need to cover - so if there are four lines
you should mention two points in your answer, if there are two lines you should mention one point.
However, if the answer requires only one word then there will be only one line. There is no set way

to approach using this Workbook. You may wish to use it to supplement your learning of different
topics as you work through each chapter of the textbook, or you may prefer to use it to reinforce
your understanding as you prepare for your examinations. The Workbook is intended to be sufficiently
flexible to suit whatever you feel is the best approach for your needs.

Any source files to complete questions are located at: www.hoddereducation.co.uk/cambridgeextras
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File management

1 Explain why generic file types are used.

2 State what the following file extensions are short for:

b

-png

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

3 Identify the three file types'listed in Question 2 that are stored as text files and are not used
for website authoring.
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11 File management

4

Identify the three file extensions listed in Question 2 that are containers rather than files.
1
2
3

Explain why version numbers should be used when saving your documents.

Identify two reasons why using smaller file sizes is desirable.

1

Place these files in order of the file size with the smallest first:
File A: 25MB
File B: 25GB

File C: 25KB
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11 File management

8 Explain why file compression is used.
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Images

1 Explain the aspect ratio of an image.

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

2 Animage is 6 cm wide by 4 cm high. It is resized to half of its original width with its aspect
ratio maintained. Identify the dimensions of the new image.

a Width: e

b Height: .o

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

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

3 Describe each of the following text wrap options when used with an image.

a In Line with Text ...........
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........................................................................................................................................

..................................................................................................................................
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12 Images

4 Explain how you would place a border around an image in a document.

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

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

5 Name the type of transformation and the feature used in your word processor to turn

this image é into this one @

a Type of transFOrMation] dssisusismdsssosssesaonsdssieasmemssisassss sisnsss s oo s s55hia
b Feature USe: st sisss s s ossoss s sy S o AR A ooV

6 Use the file snowman.jpg to perform the transformation shown in Question 5.

7 Name the feature that would turn this image 5 into this one :;-;3

8 Use the file snowman.jpg to perform the transformation shown in Question 7.

9 Name the type of transformation and the feature used in your word processor to turn

this image g into this one é

A Type OF traNSFOrMALION: ...ovvvirececier st ss s ssrasrssssesssssssasssess s sass s st et s s seas st st s s sessssssnsnsensane
D FEALUI USEA: .....oovriseeeecenssseniscns e ssiessessissesssssssessessssssssbs s sessesssssssassssaseesessensesssesssessenbess s s nessaseseessesssanessenssnns

10 Use the file snowman.jpg to perform the transformation shown in Question 9.
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12 Images

11 Three images - a white ellipse like that shown, but with no outside border, a photo of trees and a
cartoon of a snowman are used to create the final image.

a Name the feature used to hold each image in your graphics Package: .....cmmmmmmsmmmmmssssissssissssssises

b Describe how this image is created.

12 Use the files trees.jpg, snowmanl.jpg and a white ellipse to create the final image shown
in Question 11.

13 Explain what resampling is.
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12 Images

14 Name and describe the two types of resampling.

B L T T T T T LT T T T LT L PR P Y

ssassssenanns e e T T L L
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Layout

1 List the five things you must know when planning a document.

9
h

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

L P || RO TSI —————— R
UT TS 1 R PRI HER TR e—————— R R
REAO cooooomoeoosossseessssssasesssmessmsesensssssisei4essssess8H 43852 AR RO 4RO A S R ABRRSS RO AR SESE SAAASE R SRRSO
Taking a screenshot of the WHOle SCTEEM ...

Taking a screenshot of the CUITENt WINAOW w....cvvrreiiisessssssinsssesinsss s e

3 Explain what the term 'drag and drop' means.

12
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13 Layout

T L I L T T T T L T T T e e L R L L P DL PN

4 Identify the type of alignment for each of these icons.

5 Identify the type of vertical alignment for each of these icons.
= |
j]
ai . .
I i s R s o e oo R oo T s e SRS
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13 Layout

b State where these alignments are used.

6 Explain the following terms:
B DOTAETS oo veessssesssesesasseessssessssssesssases eSS RS0 R SRR RS 4 SR R AR AR RSSO0 00
D GITAUINES 1eovevvvvrreresseesereeeeseesesessesesessssssas s ssesesss 18R AR
7 Describe how you would delete a column from the middle of a table.
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13 Layout

8 Name the technique used to join two cells together to make a single one.

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

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

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

10 Define the following terms:

8 heaUer s s T i o T T T T S A R T T S T A T R S eI svs

B OO et eeean e ee et eee e en s eesenen et eememeen et asae s emeteaeeeaneneeent e ateeanmenetetesreensarasasnenententnerens

11 Identify the two elements placed in the header of the pages in the Student’s Book.

1

12 Identify the element placed in the footer of the pages in the Student’s Book.
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13 Layout

13 Identify four reasons why headers and footers are a benefit to an author.

1

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

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

15 Tab stops are used to align the header and footer to a document’s page margins. Identify
each of the following tab stops:

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

................................................................................................................................................................................
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13 Layout

17 Explain why an automated date and time field might be placed in the header or footer of a
document.

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

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

18 Give three reasons why an automated filename and file path might be included in a document
header or footer.

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

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

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

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

21 Identify two key presses in a word processor that cannot be clearly seen in a document
without using the button with the pilcrow symbol (f]) on it.
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14 Styles

1 Explain what is meant by the term ‘corporate house style’.

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

2 List four elements that could be changed when applying a corporate house style to
a document.

3 Apart from on documents, identify four places where a corporate house style
may be displayed.
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14 Styles

5 Explain how a corporate house style would be applied to a company’s website.

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

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

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

6 Describe a serif font.

7 Describe a sans-serif font,

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

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

9 The design of @ typeface iS CALled The ... s sesasssssnsssaressssssssassessrcasssessssssssesasenes

10 The height of the font is measured from the top of the ... seens
to the bottom of the

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

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

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

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

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

13 Explain why new styles may be based on existing styles using the Style based on: box in the

Modify Style window.

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

.................................................................................................................................................................................
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Proofing

1 Explain how a spell check program works.

2 Explain why a spell check may suggest that some words that are spelled correctly are shown
as not correct.

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition Photocopying prohibited




15 Proofing

3 Tick (v) the correct response to complete this sentence.
Microsoft Word shows you a grammar error using
a a red wavy underline ]
b a blue wavy underline [ ]
¢ a green wavy underline [ ]
d highlighted text [

4 Define validation.

5 A database on books has fieldnames and records like this.

[1sBN Author Title Price Hardback | Published
‘7978-1—471—80721-3 Brown, Watson, Sargent IGCSE ICT 21.99 N Y

Validation will be applied to this database. Tick if each of the following statements is true or false
and for each answer state why it is true or false.

True False Reason

A range check could be used to validate the title of
the book

A length check could be used to check the number
of characters entered in the ISBN

A limit check could be used for the Price field

A consistency check could be used with the Price
and Author fields

A check digit could be added to the ISBN field
A format check could be used with the ISBN field
A length check could be used with the Price field

6 List six proofing checks you should complete on a document, other than checking spelling,
punctuation and grammar.
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15 Proofing

7 Identify any errors in this text:

Mr Tanton is 17 years old. She retired FROM work 6 years ago.

8 Widows and orphans can sometimes be found in word-processed documents. Explain the terms
‘widow” and ‘orphan’.

WIOW: st st o A G asa s R o v s s v S A R oo s N s R AR S i

Orpham e sewmmarmenronsymsmrasmE TN R A A SRR A SRR

9 Define verification.
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15 Proofing

10 Name and describe two methods of verification.
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15 Proofing

11 Explain, giving a suitable example, why both validation and verification do not stop all data
entry errors.

T T L L L L L D e e LR L

P T T T L L T T T T T T L

e T L L L L e P LR

e T L L L LT T L L L

12 Explain, giving a suitable example, why accidentally transposing two digits within a telephone
number when entering data can cause problems.

e L L T T T e T T e R
T T T T e L LT L]

T L L LT T T T P R T T

e LT L L L L e e L L)
o T T L Ll T T C L PEE L
T T LT T T L LR LT

o T T L L L L T D T L e
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Graphs and charts

1 Identify all the following graphs and charts that would be the most suitable for displaying:
a the time taken to travel different diStanCes ..t
b the percentage of people with QIfFFErENt SHOE STZES werrvverrereeerressrsssssssesessssmssssssssess s ssiams s ssess
¢ whether students travel to school by bike, car or 113111 [ —————E
d a comparison of the annual sales figures for three different offices in @ COMPANY .ccuciuiummmmmensiennse

e the number of apples eaten this month by four SEUTENTES 1uvveisveeisemmmssssessesmsssrsssssssmsmssassssssssnssbsstssssssssoss

A B

n ®© 2= 2 L QK

2 Which type of graph or chart would be best to compare each of the following?

@ FTACEIONS OF @ WHOLE ovorooieesvsreeeseesiesesssssssosessessesass AR
b the number of items sold by 20 people in one MEONER oo eeeseresssee s s sseessse s sasss it asempas s nsos
¢ the percentage of boys and T R KoL G R ——————ERERR RN

d the temperature of water as it is heated WILh TIME oerereeeseseessrmssssssenssssssn s cesses

3 The following data will be used to create a new chart.

Distance travelled in metres 0| 6 |13 .7“30 ~40 51 |62 7% |
Time in seconds o [10 |20 |30 |40 |50 |60 [70 |80

a State the type of chart that will be most appropriate.
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16 Graphs and charts

b Explain why this is the most appropriate type.

¢ Explain how this chart would be structured.

4 Identify all data in row 2 of this spreadsheet that is:

A B C
1 |Sales January February
2 |Cakes 42.23 40.34
3 |Fruit 52.12 12.3
4 |Sweets 16 48.5

a contiguoUs ...covevverererersrenens

b non-contiguous ...,

5 Identify the key held down to select non-contiguous data using the mouse.
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16 Graphs and charts

6 Identify the items labelled on the chart below:

e——» Number of employees in
each job category

72 Director

B Engineer

N Clerical

[ Tester

M Analyst

[J Programmer
B sales

7 Identify the items labelled on the chart below:

~ Monthly sales figures and number of sales

‘ —— Sales —a— Number of salesJ

?ﬂ

£200,000 1050
£180,000 -
£160,000 + -850
! £140,000- 8
£ £120,000+ 650 @
2 K
£ £100,000 .
v
] L - =l
§ 80,000 a50 2
£60,000 3
£40,000 - 250
£20,000
50

(The first one is done for you.)

a Chart title
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16 Graphs and charts

..................................................................................
d oo T ST e P r e S P S o
€ et e R B ettt e
f  assamann SR e e B R SR ARSI R G A RS A RN e
s G A VRS ST A S T SN —

D osrersssssssssnsansemssnasesees SEVEER AN RN TR ST T g A P ot M SR TR [ PR oo e SR

8 Explain why secondary axes would be needed for some graphs and charts.

e T L L

T T LT L L T e T

. - e - srabressrnnnrnes
. srarsaas arsaeas sesnsas - . L
saann Enasssnnae - .
. ans -

9 Explain what values may be changed in the secondary axis of a comparative line graph to improve its
readability.

e e L L LT T T e L e S L T

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition Photocopying prohibited




16 Graphs and charts

10 Describe the steps required to change the first chart to the second chart.

Percentage Percentage

Clerical Clerical
21%

21%

Programmer
15%

masanee s . wee mmasssssasasEnERaasn i ' rassasane T T L LT sannen

wreen arsnnsnnenan T T T T TR PT LT TR . wnranse TTTT T oy ET TSRS LT EEL LA L bR s .
shaanas wrsisasassrasssnanns evoreeeesesessessessebesseseeeceseiieimessedsEtiEenEISIINeENELat el
Perinsssssssarnananaen . waee e e wreee T sassssannen paasans anew ween N T T T LT T
wans sesssssseraensrre weiirasannnanen T T TCLT LTI TR weeee arsaasanes .

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition

kil Photocopying prohibited




1 7 Document production

1 Explain the difference between files with .txt, .rtf and .docx file extensions.

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

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

.................................................................................................................................................................................
.................................................................................................................................................................................
.................................................................................................................................................................................
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17 Document production

4 Explain the meaning of the term ‘gutter’ within a document.

--.o“-u.............u........................"......-.....u...-.-.u.-......-....u.........".-......-u.........-...............

5 Describe the similarities and differences between a widow and an orphan in document
production.

6 Explain the following terms:

CRRIETTY 11T, S ———bm———————

D SECEION BIEAK ooooeesooeeeeeeeeseseesesesssssssssessesssssssssas s b b ena b sS4 a RS SRR R R SRS S R S AR SES R
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17 Document production

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

7 Turn to page 348 of your Student’s Book. Look at the image of a document in the bottom right corner.
a Fill in the missing word in the following sentence:
The yellow highlighted text is called i ibss s

b Explain how you would improve the layout of this text without changing the styles.

8 Explain where you would find these icons in your word processor.

i
i}
Iil
Iif

9 Explain the effect each icon has when applied to a paragraph of text:

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition Photocopying prohibited 33




| —
17 Document production
B oottt e eSS iSRS AR AR R R RS ES RS R R L A R S 10
€ hiiioeisieseimsiatessas neesnssnpasenasemrasamssonsnmne 448444 4S 40T AR o o F S e AR SRS SRS R S SR
e T TR U S——— 7 L
10 Turn to page 348 of your Student’s Book. Look at the image of a document in the bottom right corner.
Name the type of line spacing used in this document.
11 What type of line spacing has been used with this text:
a  This text has a particular type of line spacing, it is called ... This text has a particular
type of line spacing, it is called ... This text has a particular type of line spacing, it is '
called ... This text has a particular type of line spacing, it is called ... I__

b  This text has a particular type of line spacing, it is called ... This text has a particular
type of line spacing, it is called ... This text has a particular type of line spacing, it is
called ... This text has a particular type of line spacing, it is called ...

¢ This text has a particular type of line spacing, it is called ... This text has a particular
type of line spacing, it is called ... This text has a particular type of line spacing, it is

called ... This text has a particular type of line spacing, it is called ...
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17 Document production

d This text has a particular type of line spacing, it is called ... This text has a particular

type of line spacing, it is called ... This text has a particular type of line spacing, it is

called ... This text has a particular type of line spacing, it is called ...

d

12 Complete the following sentence:

Tabulation stops are set by placing them on the ...

13 Explain the purpose of each icon:

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

...........................................................................................................................................................................
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17 Document production

T———————— e T e L LEL L b bbb bbbt
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Databases

1 Explain the following terms:

AEADASE ettt ettt et e e e e e v as et et e at et e st et e st e tesesaes et et et anresentereneesesaeseatsnreseneerearesrerasaneneans

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

2 Complete the following sentences with the correct terms from the list below:

» field » record

» field name » relational

» flat-file » table

a A database stores its data in one ..., , which are organised by rows

and columns.
b A database stores the data in more than one linked table, stored in the file.
C A s contains data about one person or item.
d Each column in a database table contains a ............c..cc...c..... Which has been given a ...

3 Label the parts of this database.

a Teacher_ID | Forename |Surname | Subject Room
——— = AVA Anthony Varela Maths 51
GBA Graham Barney Science 14
b JKW Jennie Kwong English 42
—}IT:’_'&— Paul Tyrell Science 13
——=| SJR Sarah Jordan English |43

1 i { f

c
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18 Databases

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

5 Name the three main data types used in database fields.

6 Explain the most important reasons for using a relational database rather than a flat-file
database.

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

7 Sometimes numeric data is not stored in a field with a numeric data type. Explain why this
happens and give one example where this would be appropriate.

8 Name the sub-types of numeric data described:
a Data is displayed to show today’s date. .iesisimimesimsiiaiimsiiionissimasmsismirissysmeiassssns
b Data contains only whole numbers. ... TR 1 AT o o« RESEERE oSS
¢ Data displays a symbol like $ or £ and often has two decimal places. .....covecvinimninciinnininnn,
d Data can contain whole numbers and decimal valUues. ...

@ Data displays the tIMe. ..........escesesesesssassmmesansnsnsssasensenseasessasssssbisiasesisssisnsossssssssssdssibessisssossssinsnisamniastossnane
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18 Databases

9 Name the type of field in a table that will point to the primary key field in another tabte.

10 Explain why Microsoft Excel is not suitable for database tasks.

11 Explain how you would change the format of a field with a Boolean data type in
Microsoft Excel from Yes/No to On/Off.

12 Name and describe the two methods of verification that could be used when new data is
typed into a database.

Method 1: s R T T T T R i

DesCription 1§ ssisesecsusmmsismnssansmsmo s s A i e oA A eSS oS e Sow S SRR SANS SEs im En it

MEEROM 2 .ottt e m s e e e eaeasea et es et senee e e e et eeese e e s sanansenneeseseseneseaeneneneasasseseneeneaeseneneases

DESCIIPLION 21 .itiitiiiicieneceercee st et r bbbt s sen s st s b s s st oAb s b8 e R e R AR s bR st
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18 Databases

13 Explain the purpose of a database form.

14 Name the type of questions that, where possible, should be used on a database form.

15 Tick three items from the following list that would be suitable for use on a database form with
closed questions.

a Text box

b Option group with radio (option) buttons
¢ List box (drop down list) with limit to list
d Drop down list without limit to list

e Tick box (check box)

f Combo box

OO

16 Explain the purpose of navigation buttons on a database form.
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18 Databases

17 Identify the features of a well-designed data entry form.

18 Complete the following sentence using the correct terms from the list below:

» query » interrogator

» chart » report

» form » export

Databases like Microsoft Access search for data using a .............cccceeu.unnn.. The easiest method is to
use the ..., Wizard.

19 Identify the character used to allow a wildcard search in a database.

20Identify the criteria that would be used in a Salary field to select all the employees who
earn less than or equal to $5,000.00.

21 A database contains two fields, Sales_Price and Purchase_Price. You have been asked to
create a new field, calculated at run-time to display the Profit. Identify the formula that
you will enter into the Field: box within the query.
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18 Databases

22 The following are extracts from a database.

For each extract, describe the sorting applied to the data:

a b
First name |Surname Tutor group First name Surname Tutor group
Emily Wright 11XSJR Alexander Terry 11YCAL
Alexander | Terry 1YCAL Emily Wright 11XSJIR
Sophie Clinch 1MYVMA George Arnold 11YVMA
George Arnold TMYVMA Rachel Noles 11XSJR
Rachel Noles 11XSJR Sophie Clinch 11YVMA
Thomas Kleider 11XSJR Thomas Kleider 11XSJR
(4 d
First name |Surname Tutor group First name Surname Tutor group
Sophie Clinch 1MYVMA George Arnold T1YVMA
George Arnold 1MYVMA Sophie Clinch 1TYVMA
Alexander Terry 11YCAL Thomas Kleider 11XSJR
Emily Wright 11XSJR Rachel Noles 11XSJR
Rachel Noles 11XSJR Alexander Terry 11YCAL
Thomas Kleider 11XSJR Emily Wright 11XSJR

a

b

Cc

d
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18 Databases

23 Identify, for the subject of IGCSE ICT, the generic meaning of the word ‘report’.

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

24 Explain where data held in the following sections of a database report is displayed:

A REPOIE HEAUCT ..ottt b s bttt bttt ens

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

o
e
Q)
(=]
(9]
I
]
[<Y)
jo
[0}
=

(1)
A
[1°]
=
o
=
+
gl
o
o
t
[}
=

25You are using a mouse to select multiple controls in the Design View of a Microsoft Access report.
State which key allows you to click on and select more than one control at once.

26 State in which section of a database report you would:

a place a calculated control to display the total for a field

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition Photocopying prohibited 43




18 Databases

27 You have designed a report in landscape and it looks like this.

‘Graham Brown Alloy wheels

Make Model Colour SPrice  Year Extras Valet
TVR Tuscan Black £20,305.00 2012 Alloy Wheels Air Conditioning No
BMW 3 Metallic black £5,635.00 2006 Alloy Wheels No
Toyota Celica Red £24,695.00 2014 Air Conditioning Alloy Wheels Yes
Audi T Black £17,545.00 2013 Central Locking Leather Seats Alloy Whe No
Ford Focus Dark blue £3,135.00 2009 Alloy Wheels No

Describe how you could make all of the data in the Extras field fully visible.

T T T L L L PR L

S L e T T e e P e L L L e

28 Describe two reasons why reports or queries might be exported into another applications
package.

29 Describe two ways that data could be hidden in a report.
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18 Databases

30 Describe why data may be hidden in a report.

e R R R R A e SRR R R R AR KRR AR A A SRR NSRS RS ES AR AR R R s s a ey

R Y

T T T Lt Lttt L Lt Lt L L Ll L r L Lt r ey AR

L L R

D T P P ]

. sane . - . . waner e
" = . . . EETTTrrT e T T P
weene . . . . ' .
. wannnana wias . . ' . . .
. ' . . . -
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18 Databases

32 A calculated control is placed in the report footer of an Access report.

a Identify the formula that you would enter in this calculated control to display the
average value of the 'Profit' field in an Access report.

b Name the type of control used to display the text ‘Average’, next to your
calculated control.

33 Identify how the data in the following database extracts have been sorted.

a b

First_Name |Surname |Roll_Number First_Name |[Surname |Roll_Number
Arthur Brown G 0003 Ali Dhar G_0004

Ali Dhar G_0004 Ali Hussein G_0005

Ali Hussein G_0005 Ali Ahmed G_0014
Stephen Brown G_0010 Li Xu G_0009
Steven Cooper G_0013 Stephen Brown G_0010
Temi Adediji G 0008 Steven Cooper G_0013

Li Xu G_0009 Temi Adediji G_0008

c d

First_Name |Surname |Roll_Number First_Name [Surname |Roll_Number
Arthur Brown G 0003 Steven Cooper G_0013

Ali Dhar G_0004 Stephen Brown G 0010

Ali Hussein G_0005 Li Xu G_0009
Temi Adediji G_0008 Temi Adediji G_0008

Li Xu G 0009 Al Hussein G_0005
Stephen Brown G_0010 Ali Dhar G_0004
|§even Cooper G_0013 Arthur Brown G_0003

e f

First_Name |Surname |Roll_Number First Name |[Surname |Roltl_Number
Li Xu G_0009 Temi Adediji G_0008

Ali Hussein G_0005 Arthur Brown G_0003

Ali Dhar G_0004 Stephen Brown G_0010
Steven Cooper G_0013 Steven Cooper G_0013
Stephen Brown G_0010 Ali Dhar G 0004
Arthur Brown G_0003 Ali Hussein G 0005

Temi Adediji G_0008 Li Xu G_0009

a
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18 Databases

B T T TP T T T T T T T s

e e —
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Presentations

1 Explain what a presentation is and how it may be used.

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

2 State which of the following file types would be most suitable to open as a presentation.

csv .pdf txt .zip .gif rtf Ltif

.................................................................................................................................................................................
.................................................................................................................................................................................
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19 Presentations

4 a Name the top master slide in Microsoft PowerPoint.

b Explain what happens to the objects placed on this slide.

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

5 You are to deliver a presentation using a multimedia projector and you need to set the aspect ratio
for this presentation.

Explain what is meant by the aspect ratio when working with a presentation.

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

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

6 You have created a presentation and entered your name into the footer area using the top master
slide. When you try to show this presentation your name is not visible on any slide.

Describe how you make the footer visible on all slides.

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

.................................................................................................................................................................................
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19 Presentations

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

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

7 Select the most efficient method of creating a PowerPoint presentation by using a source file:
a Set up your master slide/s, then import/open the data from a generic text file
b Import/open the data from a generic text file, then set up your master slide/s

¢ Set up your master slide/s, then re-type the contents of the text file into the presentation.

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

8 Describe how you would create a chart in Microsoft Excel and place this chart on slide 5 of
your presentation.

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

9 Explain the difference between audience notes and presenter notes for a presentation
delivered in a lecture theatre.

.................................................................................................................................................................................
.................................................................................................................................................................................
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19 Presentations

B et e

10 A presentation on e-safety has been created in a corporate house style and contains text,
images, transitions and animations. Identify, giving an example for each, two other items
that could be included in the presentation to keep an audience interested in it.
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19 Presentations

11 Describe the difference between transitions and animations in a presentation.

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

eeeeeeeeseesessssninsssesesseeeasosetesoeererssttieseesensNsnEnLL e eEEeeEeEEEOEEeIeNeeeeeerr et e OIS S  e RR R EEEE

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

12 A presentation is to be shown as an on-screen carousel in the reception area of a school.
Describe how you would set this presentation to loop continuously.

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

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

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

.................................................................................................................................................................................
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Spreadsheets

1 Explain why you would create a data model.

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

2 Complete the following sentences using the correct terms from this list below:

» cell » cells » columns » TOwWs
» sheet » table » workbook » worksheet
A spreadsheet is a two-dimensional ..., split into guanmmes R

AN oiriniennsisessennenennenes. 1L 15 Made up of @ number of iNdividual ..o
Each .....ccovcomccecrnernnessnnsnnnnenn,. N@s an address, for example: E9. A spreadsheet is sometimes called
: [T OREY o | g -1 -1 { - SO OO In Excel many sheets can

be held within a single cuarsumscsammicsmessssig

Identify what the contents of a cell can be.

A cell can hold a suusmsassmimisnsnmssrmris i s A s sy S o e e AT darovi i
A CELLCAN ROLA @ ottt et es e st ese s esameseseseeses s ea s s e s sesesestansses et ee s eses et sae et seesssssesens .
A CELL CAN MO @ oottt cs st sassessseassesesen st s e senesesenenssssseseseenenssssaresensnsmenssssesassenenssmsesenns
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20 Spreadsheets

5 The contents of cells A1 and A2 are multiplied together like this:

| A
1| 215412
2 635241

3  1.36839E+11

a Explain why cell A3 shows this answer.

6 Explain the difference between absolute and relative cell references.

.................................................................................................................................................................................
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20 Spreadsheets

8 Identify and name four simple mathematical operators used in a spreadsheet.
Operator: sumemmmmnmmessmsmmmsmmmasamsosy  NAM S s s
OPErator: ssmmmossmssssssmssmss s RaRRES Name:

OBBREEOE isssusicimassmsiniieeesesermsinessssronsarorsassisssaise Name: Gsisimisis et asaaii

Operator: .. swwamsamasssasasanemsss:. NAME: womveic

9 Explain, when using a spreadsheet, the term ‘named range’.

S T P PP TR

10 Explain, when using a spreadsheet, the term ‘function’.
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20 Spreadsheets

11 Cell A4 contains the formula =INT(A6)

|
Explain the operation of this formula. !

12 For the following spreadsheet:

A B C
1 Rate of pay £19.40
2 | [ =
3 Name Hours worked  Pay
4 |David Watson 24| o
5 |Graham Brown | 30 B
6 |JohnReeves B 22|
7 |Brian Sargent i N i_§|
8 [Emilywright | 32
9| Total ]
10| Average ]
11| Maximom | -
12 Minimsm | . e

a Identify the most appropriate Excel function to place in cell:
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20 Spreadsheets

b Identify the formulae that would be entered in cell:

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

13 Describe the operation of each formula and, for each, identify what would be displayed in the cell:

| A
64.5519
=ROUND(A1,2)
=ROUND(A1,0)
=ROUND(A1,-1)
=INT(A1)

¥, I SRRV R PrGS

@ 1 Cell A2 = OPEIALION: ...t se s reeesesbsss s ssessssen b ssssas e sesse s s s s s es et aent e tenesemeessensenes

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

1l RESULL diSPLaYEOE: suprancersexsssmonsmeprrmmoesmmssmacsaosnssanssassessess onsmasessicssssss 6esosormmsamsionssEsssasssmsausEsssmmeiaIsonssmsssass

b i Cell A8 = Operations .o s s

Il RESULE QiSPLaAYEU: uusioinisssussssnsiastsssansssssasass mnsoisssonssasssinsssoseasssss s i o a08s s Piauis s e rT A s S OREess
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20 Spreadsheets

C i Cell A4 — OPEration? usisssisussyissswesyaiivisss st oo i o s e st S S B s S ewSediSos st inR s s

1 Result displayed: s isseissssnsiisisisseoonssoiosissssssassssunsaronsivswmsn i s e es oo scasaie

d T Cell A5 — OPeration? s s i ssisnsiaiss s s sinsaas s iesvssav i s sssiosvass

Tl RESULE QISPLAYEUY ..erpesserssssmasassssssnpgorsesssansassasassnssassnsansnsssiis s siskansss issasssiassnssassansn ssssashiis s Ts oo oo Aao AR OTHSS

14 Explain the difference between the COUNT and COUNTA functions.

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

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

15 Describe the reason for the formula in cell A14 and explain how it works.

» A
Number of books read

James
62
Udoka
56

|Lee

7777777 60

9 Jasmine
10 56

11 Karla

12 |23

®~NoOUAWN

14 =COUNTA(A3:A12)-COUNT(A3:A12)
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20 Spreadsheets

16 A cell contains the function =COUNTIF($F$16:$F$26,"Master craftsman")

Using cell references, explain what this function does.

17 A cell contains the function =COUNTIF(JobDescription,"Master craftsman")

Explain what this function does.
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20 Spreadsheets

18a A cell contains the function =COUNTIF(JobDescription,$D$3)

Explain what this function does.

b Explain why $D$3 has been used rather than D3.
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20 Spreadsheets

19 A formula will be placed in cell D2 to count the number of Apples in the list. It will be
copied into D3 and D4 to count the Oranges and Pears. What formula should be placed
in cell D2?

O 00 NN O N = W N

O R O (e O e O P o ey
W 0 NN O Bt W N = O

20

A

Pear
Pear
Orange
Pear
Apple

Orange

Orange

Orange

Pear

Apple

Apple
Apple
Orange
Pear
Apple
Pear
Orange
Apple
Pear

C D
Number of each fruit
Apple
Orange
Pear

20 What is the most efficient formula to look at the contents of cell A3 and display:

» "Low" if A3 is less than or equal to 2
» "Medium" if A3 is greater than 2 and less than or equal to 7
» "High" if A3 is greater than 7.
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20 Spreadsheets

21 Cell C3 contains the formula =SUMIF($F$3:$F$23,A3,$G$3:$G$23)

Using cell references explain what this formula does.

62

1
2
3

O 0~ O U N

10

12
13

14

A B

Region code  Region
|AF Africa

AS Asia

AU Australasia
EU Europe

NA North America
SA South America

15 |
16
17 |
18|

19

20 |
21 |

22

23 |

Photocopying prohibited

C

Total income
$81.25
$621.88
$178.13
$1,345.00
$1,548.13
$594.69

D E

Date
13/02/2021
13/02/2021
13/02/2021
13/02/2021
14/02/2021
14/02/2021
14/02/2021
14/02/2021
14/02/2021
15/02/2021
15/02/2021
15/02/2021
16/02/2021
16/02/2021
16/02/2021
16/02/2021
17/02/2021
18/02/2021
18/02/2021
19/02/2021
19/02/2021

F

The Manta Conservation Project

Region code Amount

AF
AS
NA
EU
NA
SA
AF
AS
EU
AU
EU
NA
SA
EU
NA
AS
AS
AS
AU
EU
A5

$18.75
$187.50
$1,247.50
$31.25
$150.63
$62.50
$62.50
$31.25
$18.75
$175.00
$1,250.00
$25.00
$32.19
$20.00
$125.00
$68.75
$15.63
$12.50
$3.13
$25.00
$306.25
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20 Spreadsheets

22 Explain the differences between a HLOOKUP and a VLOOKUP functions.

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

23 A cell contains the function =VLOOKUP(D3,$F$2:$G$16,2,0)

Explain what this function does.

24The last parameter of a VLOOKUP function can be 0 or 1.

Explain what these values represent.

.................................................................................................................................................................................
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20 Spreadsheets

25 Describe how you would extract a subset of data within an Excel spreadsheet.

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

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

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

26 Give two methods that may prevent the loss of data integrity when sorting data in a spreadsheet.

MEthod 1 osrmmie i e a s v e S Fe A S S T o G WA R T RS KR RO I TR 6

M T NOA 2% oeeriesieeteeeseseseesesenessssssmssesses s sseessessanssaeebentsaneesdans s eAsanes s et s aa bR e saareaeenseRassen s essRn e R e aas R e es e e s e anReanesn e Rnes

27 Name four methods of enhancing text in a spreadsheet without changing the font-face or size.
MEtOT 1 imreiesieeesiy ey ass s s s e h e s e e B e A SR B s e oo
MEENOT 21 ...oiiiiciiiriss e iesesessssess s s e sss st ss s et eS8 SR ab eSS 8 SRR R
MEtNOO 3§ sisumsusamsismsoissvesiassassosiasieessssssassssissesshasssses e ises e ass s s o s AN SO GO G PSS AR

MEENOMA 4: (rusrrsassasssessarmesssesssnsnsesnasnsspassmsssnin s s sk e s RS AN TR S OO o S T SO PP e asaasasuvuases
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20 Spreadsheets

28 Explain why you would wrap text in a cell.

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

29a Explain the effects of formatting cell A1.

4 A B
1 43.65214

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

b What would be displayed in cell A1 if it was formatted:

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

I @S @M TNERGET c.cuiieieiieiserisstesieeesenssessessesseses s sssasesssssensassesesssessesssaessesentsesseeseseassneessessmmseesems st eeaenssenssnsnees

I 10 1 decimal Place wimminmiismnsi oo tarssmesssisarsatasssasssastsserssstetsssssassssssas setssmsmsemmsspsb sstassmerens

iii to 2 decimal places .......cooveiciivnreirennn.

IV 10 3 d@CTMAL PLACES oottt e e s eas s ss e ase s

30 Name the two types of page orientation:
1

2
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20 Spreadsheets

31a Explain how to hide column C.

| A | B | C | D | E _ F | G
1 ICurrentijs Exchange Europe lapan
2 | 1,1033 150.8374
3 Customer Job reference Estimate Cost Increase
4 | UK Europe Japan % Increase
5 _Awit‘.ﬂm 4023: 2940 4200 4633806 634090.8. 0,.428571423
6 ILG‘\‘r 4122 152000 240000 264792 36233760 0,25
7 |Hothouse Design 4123 1050 1500 1654,95 226461 0.428571429
8 Binnaccount 4123 azo 475 5240675 7171265 0.484375
9 __Rootrainer 4126 16240 23200 25596.56 3502596.8 0.428571429

b With column C hidden, state how the numeric cells in this spreadsheet should be
appropriately formatted.

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

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

32 Explain what conditional formatting does in a spreadsheet.

.................................................................................................................................................................................
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Website authoring

1 Explain the term ‘website’,

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

4 Complete the following text with the name of the web development layer.

Scripting language is WIEEEN N thE ... eeecseee e eneses e s esssesses s s eens layer.
The structure of a website is created iN the ... layer.
Tables and frames are placed i the i i layer
TRE sttt s es s layer can be created in HTML
TR ettt eereer ettt e et e st enaes layer can be created in CSS
TR G i sesinsmomr Ao AT S mensrarasasmesen ans s R saitghn layer can be created in JavaScript
g A hyperlink s Created 1N the ...ttt seseeee e eeessess s layer.

Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition Photocopying prohibited &7




21 Website authoring

h Images are placed on the web page in the ... layer.
i Font families and sizes are Set iN the ... layer.

j <head> is Placed 1N The . s layer.

5 Explain the following acronyms:

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

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

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

.................................................................................................................................................................................
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21 Website authoring

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

8 Name and describe the two sections of a web page.

SEELTON L: ottt ettt e e e ee bt et et ees s enaessseeeesbas st ot a st b o sseneeaeaneaesaeaeeneasenesssnesesansaesasanes

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

9 Comments are added to markup to help web developers. Write your name as an HTML comment.

10 Explain what the following tags represent:

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

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

............................................................................................................................................................................
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21 Website authoring

11 Explain what the following tags represent:

B <CADTIONI> Gitimissmmminssascoiciinimi i siesissiis s naisiss s oAV e vos s 5 s S Fp e PR T S8 ST AR R PR SR S S P A TEP TSR FERY

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

12 Identify the table attribute and values in HTML 5 that make the lines around the edge of
a table visible and invisible.

@ Lines visible: <£able ..o >

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

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

13 A table is to be centre aligned and 90 per cent of the width of the browser window. It will show all
internal and external lines. Write the table attributes (including embedded CSS) to do this.

AL e e et b et b e s be e b ettt sbe s Rt o bt haee e reseae et e et aneaneenese s st e sasebn et nnes >
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21 Website authoring

14 Text can be horizontally aligned like this in a web page.

Cell A

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each
table cell

Cell B

This text is just for demonstration

purposes and is of no real use in

the exercise. It just demonstrates

the type of alignment set in each
table cell

Cell C

This text is just for demonstration
purposes and is of no real use in

the exercise. It just demonstrates
the type of alignment set in each
table cell

Cell D

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each

table cell

For each cell, write the CSS to produce these results.

Cell A <td style="immmmumssmmmainssadamimiss ">
Cell B <td style=" S ">
Cell C <td Btyle=" crusmms it ">
Cell D <td style="uuuussmesmmsaimiees R R LPS

15 Cell contents can be aligned vertically like this in a web page:

Cell A

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each
table cell

CeliB

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each
table cell

Cell C

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each
table cell

This text is just for demonstration
purposes and is of no real use in
the exercise. It just demonstrates
the type of alignment set in each
table cell. This text is just for
demonstration purposes and is of
no real use in the exercise. It just
demonstrates  the  type of
alignment set in each table cell

For each cell, write the CSS to produce these results.

Cell A <td sStyle=" sk >
Cell B <td style=".wmmmimmminsiasanisiisossion ">
Cell C ctd SEYLE=" et eseeses e essassesens LS

16 Explain what each attribute of this HTML tag is used for:

<img src="whalel.png" width=300px alt="whale image">
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21 Website authoring

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

17 Some image types are suitable for use in web pages.

In the table below, write Yes or No to state whether each file is an image, a bitmap image, suitable
as an image for web authoring and can hold moving images.

Filetype |Imagefile | Bitmapimage | Image is suitable for web authoring | Suitable for moving images
.bmp

.gif
Jpg
.htm
tif

.CSS

-png

18 In HTML 5 three tags are required to place a video.

Identify these tags and the attributes that should be used with each tag.

] T SOOI

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

SECONA TAGZ .viviiricerieieiimisieisesses s ess s ess bbb et sns S b bbb bbb b e bbb st
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21 Website authoring

Third tag: s

21 Which symbol tells the browser that a number is in hexadecimal? .......ccccovviviererrerersereeserensesessensessesens

22 Write the hexadecimal code that will set the background colour of a table to have a
green component of 4f (hexadecimal), no red component and full blue component.

<table style="background-color:
23 A trainee creates part of a table like this:
<table>
<tr style="background-color: #0000ff">
<td><hl style="color: #0000£f0">Hello</hl></td>
</tr>

Evaluate this markup.

.................................................................................................................................................................................
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21 Website authoring

D T T T T T T T e T P P NP

L T T LT T AP A S

24Fill in the missing HTML to create this web page:

i 2] D\0417 New tedbook O

File Edit View Favourites Tool: > |

<hl>Fruit</hl> "Aa-e-es- )

Fruit !

1. Apple
2. Orange |
3. Pear |
4. Banana
vrerrrnsrerescienes PAPPLE <o > 5 Lemon |
—

5 T 0 T T T T >0range <. >
< aupsestaase > LAY < rvvirreieenrnnreenns >
s SBATAIE < ciiierireenneressns >
<cassisssaiiiiinisss SLEMOIL < voneervevvnnerneees >

< yeavesnserpersensesass

25 Describe the HTML tags used to create ordered and unordered lists.

. - e . . e sassssanue an srsananan sannenan
. e e . san . saanw essssssissasassarasatsnasnaatirng e . waw aen e
e - - . - . -
ssansssnnanaars . sann e ane s waen - .

B T L e e

L T P

74 Photocopying prohibited Cambridge IGCSE™ Information and Communication Technology Practical Workbook 2nd Edition




21 Website authoring

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

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

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

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

b Fill in the missing HTML that would be used to move the user from the given text to the correct
place in the same web page:

<h3>If YyOU S€E @ <iiccvsisscsenns >MMANELA Fay<........ >then please..

29 Explain what these attributes do when used as part of a hyperlink to open a web page:

A LAXGEE="_ SELIEM e et b e e b bt
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b target="_ DIlank™ it iisnimsems s s s Grim e

D P T T e T T T P T D T T T PR T T T T

30This HTML has been extracted from a web page:
<a href="mailto:graham.a.brown@hotmail.co.uk?subject=New%20Workbook">
Click here to contact us</a>

Explain what this does.

31 Explain the purpose, location and use of the <meta> tag.
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32 Apart from ‘name’, list two attributes used within a meta tag.

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

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

36 Explain which stylesheet has the highest priority if more than one stylesheet is attached to
a web page.

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

38State which symbol is used to separate declarations in CSS. ................oo.ocoomonersessseesssssssssesssesssssssssssnees

39 Comments are added to a stylesheet to help web developers. Write your name as a CSS comment.
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401Identify the following items from this CSS:

body {background-color: #££0000}

@ TNE SELECLON et b e a bRt R bbbt et be e st etns
b the declaration property siusissusssssissosmisssmssiimsissiaiissseissmssaiiisissidisionionives

€ the dClaration VALUE .....ccciiiioriimisiciiinses s sessesssassassssesscasessssessesbsssasassnssasssessansesassssssnesseasssensiasisnns
41 Identify the error in each of the following CSS rules:

a hl {text-align:centre}

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

b h2 {font-family:"Arial MT Bold","Arial","sans-serif"}

¢ h3 {font-weight:italic}

d h4 {font-family:serif,Times,Abril;}

e h5 {color:#£f00fh}

f hé {font-family:Arial MT Bold,Arial,sans-serif
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9 p {text-align:justified)

h body ({background-image: url("image.jpg") background-repeat:no-repeat}

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

42 Write the CSS needed to place the background image like this.
™ —

43 What character precedes the selector to define a class rather than a style? ...
44 Explain what each line of this CSS does.
table {background-color: #0000ff;
border-collapse:collapse;
border-style:solid;

border-width:4px}

LEE Lt oo oo e et eavesaseaseaseessesasen s e s £ RS e s e R e s et ean e et e e e s e ane e et ettt e e ae e et ens e st e et e st anteeseeraeeaeeiaseaaeenarneaenaes
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