
 

 

Te Runanga o Te Whanau Friday, 15 February 2008 

 

 

IT Literacy Exam 

 

 

Note: 

Mark every statement with a tick that you believe applies 
to each question. 

 When doing this test put a mark next to every statement 
you think is true. 

Each correct statement will be counted as 1 and each 
incorrect statement will be counted as -1. 

The results will be shown in a graph compared to the 
optimum result. 
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This section is not intended to 
teach you about any 
particular application.  

The aim here is to become 
literate about what nearly all 
application programs have in 
common. 

There are some basic 
functions that are likely to be 
found in any application on 
any computer running 
today’s software.  

Because this is a ICT literacy 
program we want to include 
only what we think is basic to 
using all applications rather 
than start teaching program 
specifics  

. Most ‘newbie’ computer 
users are introduced to 
computer programs by using 
a word processor type 
application. 

Even at this point I have 
rarely seen any attempt, by 
well meaning tutors, to 
inform the student user of the 
basics of computer interfaces, 
i.e. the GUI and Icon based 
environment using mouse 
and keyboard to access 
menus. 

By the time a user is very 
familiar with their application 
functions any misconceptions, 
about what a computer is and 
how it functions at a basic 

The Test. 

“A bird is an instrument 
working according to 

mathematical law, which 
instrument it is within the 

capacity of man to reproduce 
with all of its movements.” 

Leonardo da Vinci (1452-
1519) 

level, are embedded in the users mind and very 
hard to change.  

By starting at an IT literacy level we can 
hopefully be better prepared to use computers 
at the application level. 

What is an ‘application’?  - Applications and 
programs are often used synonymously 
(although an application is only one form of 
programming). 

Application refers to the software package you 
use to create your documents, such as 
AppleWorks, PageMaker, FreeHand, Quicken, 
Photoshop, Internet Explorer, Mail, etc.  

They all do something different; they each have 
a particular function. 

Now do the Course?! 

“In examinations, the foolish ask 
questions the wise cannot answer.” 

Oscar Wilde 
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(Mark every statement with a 
tick that you believe applies to each 
question.) 

Maintaining the Computer System 

HOW TO: Install and uninstall 

#1: The difference between "installing" and 
"loading" a program is? 

 

A. You install a program once and load it 
many times. 

B. You load a program once and install it 
many times. 

C. You install and load a program many 
times. 

D. You install and load a program once. 
E. Installing a program usually copies the 

program to a hard disk. 
F. Installing a program puts the program in 

memory. 
G. Loading a program puts the program on 

a disk. 
H. Loading a program puts the program in 

memory. 
I. There is no difference between 

"installing" and "loading". 

 

#2: When we install a new program 

A. We must learn new mouse and keyboard 
procedures to work with it. 

B. It becomes an "icon". 
C. It lives as a file on a disk. 
D. It takes control of our computer 
E. We must use it on a regular basis for it to 

keep working properly 

 

 

HOW TO: Install hardware and drivers 

 

#3: Expansion cards are? 

 

A. Software that makes the computer go 
faster. 

B. Hardware Devices that enhance a 
computers 
functionality. 

C. Controlled by the OS using drivers 
associated with the expansion card. 

D. Need to be compatible with the bus 
system. 

E. Sometimes use ‘plug and play’ to find 
the correct driver software. 

F. Need to be compatible with the OS. 

 

HOW TO: Configure/customize software and 
hardware 

 

#4: If we have two incompatible computers 

 

A. They cannot use each other's programs. 
B. Data created on one cannot be used on 

the other. 
C. We can send e-mail from one to the 

other (via a network). 
D. They must be in different rooms. 
E. We must get rid of one. 

 

 

 

Exam continued: 
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#5: Two computers are compatible if they: 

A. Can use the same programs. 
B. Can use the same data. 
C. Have the same keyboard and monitor. 
D. Have the same speed (megahertz). 
E. Cost about the same. 
F. Are about the same size. 

 

HOW TO: Deal with problems/prevent 
problems. 

#6: Which of the following are not examples of 
computer software? 

A. "Windows". 
B. A letter. 
C. A picture. 
D. A floppy disk. 
E. A hard disk. 
F. The Internet. 
G. A web browser. 
H. A game. 
I. E-mail. 

 

HOW TO: Communicate with computer 
literate people 

#7: The ASCII code 

A. Only applies to string (or character/text) 
data 

B. Is a standard for string data that can be 
used by any program  

C. Is a way to represent characters as code 
numbers 

D. Is only for mainframe computer systems 
E. Is a standard that makes computers 

compatible 
F. Must be used by all computers 

 

 

#8: BASIC, COBOL, Fortran and C++ are all 
examples of: 

A. Special computer systems. 
B. Programs that can be used to create 

programs. 
C. Programming "languages". 
D. Obsolete operating systems. 
E. Computer system brand names. 

 

#9: MHz 
(megahertz) 

 

A. Determines how fast a computer can 
work, in general. 

B. Is a measure of the processing speed of a 
CPU. 

C. Determines which programs you can 
use. 

D. Increases when we add more memory. 
E. Determines the size of the computer 

monitor's screen. 

 

#10: "MIPS" stands for 

 

A. Millions of Instructions per Second 
B. Memory Insertion Point Sequencing 
C. Multiple Input Processing Standard 
D. Musical Instrument Port Slot 
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KNOW: How operating systems work. 

#11: Booting means 

 

A. Turning the computer on. 
B. Loading the operating system program. 
C. Installing the operating system program. 
D. Opening a program. 
E. Preserving special files. 
F.  

#12: "Windows" is a program that 

 

A. Serves as an operating system 
B. Can do word processing 
C. Comes with all computers 
D. Must be installed like any other program 
E. Stays in memory the entire time our 

computer is on 
F. Can't work by itself (without the 

involvement of other programs) 

 

#13: An operating system 

 

A. Is a program that must be installed. 
B. Is what every personal computer must 

have to work properly. 
C. Is added to a computer as part of the 

manufacturing process. 
D. Can be used to organize files. 
E. Absolutely must come with every 

computer sold. 
F. Is the only program we must have (for 

the computer to work). 
G. Is only needed on big computers. 

 

 

KNOW: How hardware components work. 

 

#14: A hard or floppy disk drive functions most 
like a: 

 

A. Tape recorder. 
B. Record player. 
C. Wastepaper 

basket. 
D. Water bucket. 

 

#15: A computer: 

 

A. Is a machine. that runs programs. 
B. Is made up of separate components. 
C. Does nothing unless there is a program 

in control of it. 
D. Processes data. 

 

#16: Which of the following are not examples of 
computer hardware 

 

A. A monitor (CRT). 
B. A calculator. 
C. A file. 
D. A CD. 
E. RAM. 
F. A hard disk. 
G. A floppy disk. 
H. A spreadsheet. 
I. A song. 

 

Exam continued:  
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#17: A CD-ROM drive: 

 

A. Works just like a CD player on a stereo 
system. 

B. Is a specific kind of disk drive. 
C. Gives us access to files on a CD. 
D. Must come with all computers. 
E. Can be used to listen to music CDs. 
F. Does not work unless we have speakers. 

 

#18: Adding more memory (RAM) to a 
computer system: 

 

A. Allows more programs to be installed. 
B. Will make the computer work faster. 
C. Allows more programs to be loaded. 
D. Makes the computer smarter. 
E. Helps to protect data. 
F. Gives us more room for files. 

 

#19: On any CD-ROM (including music CDs) 
we find: 

 

A. Files. 
B. "Pits" and "no pits" ("lands"). 
C. Bits and bytes. 
D. Directions on how to use it. 

 

 

 

 

#20: Memory (RAM): 

 

A. Temporarily stores programs and data. 
B. Loses all programs and data when the 

computer is turned off. 
C. Holds all of our programs and data. 
D. Can usually be increased. 
E. Is a factor that determines the speed of a 

computer. 
F. Is where any data must be before we can 

view it. 

 

#21: What happens when the "A" key is pressed 
on the keyboard: 

 

A. It depends on the program. 
B. An "A" (or "a") is displayed on the 

monitor. 
C. An "A" is stored on a disk. 
D. An "A" is stored in memory. 
E. The computer stores data. 

 

KNOW: How programs maintain themselves 

 

#22: What we see on our computer monitor: 

 

A. Is whatever a program wants to display. 
B. Is an accurate description of what is in 

memory. 
C. Must also be on a disk. 
D. Has to be saved at some point. 
E. Is made up of "pixels. 

Exam continued:  
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#23: Loading means: 

 

A. Copying a program from disk to 
memory (and executed by the CPU). 

B. Installing a new program. 
C. Copying data into memory so we can 

work with it. 
D. Filling up the hard disk. 
E. Filling up memory. 

 

#24: When the computer is turned off: 

 

A. Everything in memory is lost. 
B. Nothing is lost on the hard disk. 
C. Nothing in memory is lost. 
D. Everything on the hard disk is lost. 
E. Data is saved. 
F. Programs are uninstalled. 

 

Managing Files 

 

HOW TO: Create directories 

 

#25: Directories are created by: 

 

A. Computer users.  
B. The Operating System.  
C. Applications.  
D. Install of software. 
E. Sometimes during Uninstall of software.  
F. Your hardware salesman. 

 

HOW TO: Copy and move files 

 

#26: Files that are copied or moved 

 

A. Creates an exact copy. 
B. Takes up more storage space. 
C. Erases the original. 
D. Is sometimes 

illegal. 
E. Can be done with ‘drag and drop’.  

 

HOW TO: Delete files 

 

#27: When a file is deleted the system  

 

A. Removes it from memory. 
B. Marks its storage device space as 

free/unused.  
C. Can increase your computers overall 

performance. 
D. Is part of maintaining your storage 

device(s).  
E. Can happen during the Install/Uninstall 

of Hardware. 
F. Can happen during the Install/Uninstall 

of Software. 
G. Can be part of any upgrade process. 
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HOW TO: Rename files 

#28: We can rename files: 

 

A. If we own them.  
B. Anytime we like without causing any 

functional problems. 
C. When we copy/move them.  
D. Only during the installation process. 
E. Not unless we have user permission. 

 

KNOW: What a file is physically: 

 

#29: All the letters we write and save with our 
word processing program: 

A. Have no physical connection to the word 
processing program. 

B. Always stay in the computer's memory 
unless we delete them. 

C. Cannot be read if they are only on a disk. 
D. Cannot be copied into RAM unless its 

program is in memory. 
E. Can only be read if they are in memory. 

 
 

#30: Which of the following cannot be 
examples of standard computer data 

 

A. An address. 
B. The sound of a dog barking. 
C. A glass of water. 
D. A picture of a car. 
E. A tree. 
F. A wedding video. 

 

 

#31: A file 

 

A. Is an icon displayed on the monitor 
B. A sequence of loud and soft "blips" (or 

"pits") recorded on media 
C. May be lost when we turn the computer 

off 
D. Is recorded on a disk like a song is 

recorded on tape 
E. Is a way of storing programs and data 
F. Is what results from saving 
G. Can be saved to memory 
H. Can be viewed directly from a disk 
I. Must be copied into memory before it 

can be viewed 

 

KNOW: File naming conventions 

 

#32: File names: 

 

A. Are sometimes specific to a particular 
application. 

B. A pointer to a specific set of data on a 
storage device.  

C. Have a set of rules.  
D. Can cause a program to fail if altered. 
E. Must always include your name. 
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KNOW: What storage devices are and how 
they work 

 

#33: What is on a CD 

 

A. Code numbers. 
B. Music. 
C. Information in binary form. 
D. Files. 
E. Programs. 
F. Phone numbers. 

 

#34: Each song on a standard music CD 

 

A. Is stored as a data file. 
B. Cannot be erased. 
C. Cannot be played without a program. 
D. Is measured in size in bytes. 

 

KNOW: A Hard Drive is 

 

#35: Hard drive 

 

A. Is a long-term data storage device. 
B. Maybe partitioned into logical HDDs. 
C. Stores data magnetically. 
D. Is an Input/Output devise controlled by 

the OS. 

 

 

KNOW: How all disks store files 

 

#36: If we write a letter and save it with a word 
processing program 

 

A. The letter does not vanish for good when 
the computer is shut off. 

B. The letter is sent out to a separate 
"peripheral device". 

C. It lives as a "file" on a disk. 
D. No one else can ever find it and read it. 
E. It cannot be erased. 
F. We can make changes to it at a later 

time. 
G. It must be stored on the hard disk. 
H. It must be copied into memory to view it 

or make any changes. 
I. It is saved in the word processing 

program. 
J. It has no connection to the word 

processing program. 

 

#37: If we write a letter with a word processor 
then exit the program 

 

A. The letter is removed from memory. 
B. The letter will be lost if it was not saved. 
C. The letter can never be completely lost. 
D. The letter is automatically saved. 
E. The letter is automatically deleted. 
F. The program may refuse to go. 
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#38: "Exiting" (Quitting) a program: 

 

A. Removes the program from memory. 
B. Removes the program from a disk. 
C. Removes the program from the monitor. 
D. Puts the program to "sleep". 
E. Does not remove a program from 

anywhere. 
F. Permanently removes a program that is 

no longer wanted. 

KNOW: Disk formatting 

#39: Drive formatting 

 

A. When the storage device gets a file 
management system. 

B. Makes the storage device usable by a 
particular OS. 

C. Will not harm my data. 
D. Allows me to recover my lost data. 
E. Is done every time the computer is 

turned on. 

KNOW: What a directory is 

 

#40: Directories or Folders 

 

A. A pointer to a store of file(s) on a storage 
devise.  

B. Can be a way of grouping stored files by 
type and purpose. 

C. Are hierarchal in nature.  
D. Can be specific to a particular OS or 

Application. 
E. Are not always necessary. 

 

KNOW:  How the operating system is involved 

 

#41: The Operating System: 

 

A. Interacts with all applications and 
hardware. 

B. Provides the interface between the user, 
applications and hardware. 

C. Must be installed or be pre-installed.  
D. May tell users of any problems with 

applications or hardware.  
E. Automates every thing you want to do. 
F. Requires the appropriate driver for you 

hardware.  
G. Is hardware platform specific. 
H. Will protect you from viruses. 

 

KNOW: The digital nature of files 

 

#42: Bits and bytes are measures of: 

 

A. How much memory we have 
B. The capacity of a hard disk 
C. How much space we have on a CD 
D. How much information transmitted over 

a network in a time slot 
E. The speed of the computer 
F. The size of a file 
G. How much storage is required by a 

program on a disk 
H. How much storage is required by a 

program in memory 

 

 

Exam continued: 



 

 

Cyberwaka Training Academy 15 February 2008 

11 

#43: All computer data 

 

A. Represented by numbers. 
B. Stored in programs. 
C. Digital in nature. 
D. Binary in nature. 

 

#44: Digitizing means: 

 

A. Representing anything as code numbers 
in binary form. 

B. Using a computer to create something. 
C. Working with the ASCII code. 
D. Transferring data. 
E. Performing calculations. 

 

#45: The ASCII code 

 

A. Applies only to string (character/text) 
data. 

B. Is built into the hardware of all personal 
computers. 

C. Turns characters into numbers. 
D. Is used to save data. 
E. Is used to encrypt data so it can't be 

intercepted and decoded. 

 

 

 

 

 

Using applications such as Word and Excel 

 

HOW TO: Edit 

 

#46: Word processing 

 

A. Involves turning a computer into an 
electronic typewriter. 

B. Requires a specific program. 
C. Is something all modern personal 

computers do. 
D. Is a feature of "Windows". 
E. Is essential to all computers. 
F. Requires a solid understanding of how 

computers work. 

 

#47: A spreadsheet program 

 

A. Helps us work with numbers. 
B. Must be used if we want to add a 

column of numbers. 
C. Can be used to calculate a square root. 
D. Cannot be used to work with string 

(character/text) data. 
E. Cannot be learned without extensive 

computer knowledge. 
F. Must be the Microsoft "Excel" brand if 

we use "Windows". 
G. Is stored as a file on a disk. 
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#48: "Quicken," a check register program 

 

 

A. Is an example of a database management 
program. 

B. Is stored as a file on a disk. 
C. Stores all of our check information in a 

file that represents a database. 
D. Has no physical connection to the list of 

checks. 
E. Must be used to make changes to our list 

of checks. 
F. Must be used to extract information 

from the list of checks. 

 

 

#49: An inventory program would be a specific 
example of: 

 

 

A. A database management program. 
B. A spreadsheet program. 
C. A special kind of word processing 

program. 
D. A financial program. 

 

 

HOW TO: Save and open 

 

 

#50: We are writing a letter with a word 
processor and loose power: 

 

A. We will lose everything in memory. 
B. We may lose our letter without hope of 

recovering it. 
C. We will definitely not lose our letter. 
D. We may lose our word processing 

program without hope of recovering. 
E. We will be able to recover any part of 

the letter that has been saved. 
F. Memory may be damaged. 
G. Information may become hopelessly 

scrambled. 

 

#51: Saving means 

 

A. Copying data from memory to disk. 
B. Copying data from disk to memory. 
C. Preserving a program. 
D. Storing data in a program. 

 

#52: Opening means: 

 

A. Copying a program or data from disk to 
memory. 

B. Copying a program or data from 
memory to disk. 

C. Displaying something on the monitor. 
D. Protecting a letter or other information. 
E. Binding information. 
F. Installing a program or data. 
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HOW TO: Print. 

 

#53: Printing a file 

 

A. Sends data from the open file in RAM to 
the printer as a hard copy.  

B. The printer must be compatible with the 
data.  

C. The printer must have an appropriate 
interface and software to work.  

D. Printing first saves your work on the 
computer storage device. 

 

HOW TO: Cut, Copy and Paste. 

 

#54: Cut, Copy and paste functions: 

 

A. Are functions used by all applications. 
B. Allow data to be transferred from one 

file to another compatible file. 
C. Cut removes the data from the file and 

destroys it forever. 
D. Paste may recover data removed from a 

cut operation. 
E. Copy puts selected data into a special 

memory often called a clipboard.  
F. Clipboard is a method of storing data to 

be shared between two programs.  

 

 

 

 

HOW TO: Click and drag. 

#55: Clicking and Dragging: 

 

A. Are ways to attract a friend. 
B. Allow the coping and moving of data in 

a GUI. 
C. Can select data for editing. 
D. Can delete files. 
E. Can select graphics or parts of graphics 

for editing. 

 

HOW TO: Minimize and maximize. 

#56: Minimize and maximize: 

 

A. Are options for dieting. 
B. Allow the efficient arrangement of open 

windows on a desktop.  
C. Switch between data views.  
D. Are incorporated into most GUI 

interface design. 

 

HOW TO: Navigate menus 

#57: Navigating 

 

A. Curser can be moved by mouse or 
keyboards. 

B. Direction keys are ways to select menu 
functions. 

C. Mouse can be used to select menu items. 
D. Short cut keys can speed up users access 

to menus. 
E. Are ways to access computer storage 

functions and network services. 

Exam continued: 



 

 

Cyberwaka Training Academy 15 February 2008 

14 

Using applications such as Word and Excel 
cont’: 

   

What we must KNOW: 

Note: Memorizing procedures is all that is 
required here No computer knowledge is 
needed if learning to use specific programs is 
the only goal 

 

 

Using the Internet (and other networks) 

 

HOW TO: Send/receive e-mail and 
attachments 

 

#58: Email Attachments: 

 

A. Be any documents/files.  
B. Require the sender to specify which 

documents/files.  
C. Require the Receiver to have an 

application that can open the 
attachment. 

D. Does not erase the original 
documents/files.  

E. Increases use of network bandwidth. 
F. Decreases the receivers free data storage 

area. 

 

 

 

#59: To send and receive e-mail we must have 

 

A. An e-mail program. 
B. A connection to a computer network 

(such as the Internet). 
C. A very fast computer. 
D. A computer compatible with the other 

computers we exchange e-mail. 

 

HOW TO:  Browse the web: 

#60: Internet Browser: 

 

A. An application/program. 
B. Requires installing and updating.  
C. Interfaces to the Internet via HTTP. 
D. Uses URL to address remote data.  
E. Needs a users name and bank account to 

work. 

 

HOW TO: Upload and download files 

#61: Uploading and downloading files 

 

A. Describe traffic directional flow from a 
network.  

B. Files sent to me are download.  
C. Files sent by me are uploaded.  
D. File sent by him are downloaded by me.  
E. Files uploaded by me are downloaded 

by him.  
F. All data on a network is uploaded.  
G. All data on a network is downloaded. 
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HOW TO: Deal with security issues: 

#62: Computer Security: 

A. Is not my problem. 
B. Is stronger if my software is up to date.  
C. Benefits from specialist security 

applications being installed.  
D. Can be breached by attachments to e-

mail.  
E. Starts with access to my computer. 

 

KNOW: How networks are configured (in a 
general sense) 

#63: A Computer Network 

A. Is created when two or more computers 
connected together via physical media 
and software control. 

B. Enable the sharing of resources. 
C. All computers connected to the Internet 

are on a network. 
D. Networks are great places to store 

information for others to access.  

 

KNOW: What an IP address is: 

#64: Internet Protocol Addresses 

 

A. Is a temporary logical location of a 
networked hardware resource. 

B. It can be expressed sometimes as a 
Domain or Host Name.  

C. Hosts use it for finding network paths to 
source and destination hosts. 

D. Maybe obtained from a server. 
E. Has to be manually configured. 

 

KNOW: What a URL is: 

 

#65: Domain and Host names: 

 

A. Identify a network and specific 
computer on that network.  

B. Form the basis of a network entity 
naming convention for Internet.  

C. If I’m on a network I must have a host 
name. 

D. Domain and Host could be expressed as 
an address such as IP address. 

E. Domain names are part of the URL  
F. Servers are used to interpret Domain 

Names as addresses. 

 

KNOW: What a server is: 

 

#66: Servers 

 

A. Are computers providing network 
services.  

B. Do all the computing work for client 
computers. 

C. Can do all the work for clients connected 
as ‘dumb terminals’.  

D. Can store information from several client 
(host) computers. 

E. Can provide WEB services to hosts. 
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KNOW: How information is routed through a 
network 

  

#67: Data is sent from one computer to another 
over the phone line to view the data, the person 
on the receiving computer must: 

 

A. Have a compatible computer. 
B. Have a large hard disk drive. 
C. Have the same size monitor. 
D. Have a program that can work with the 

data. 
E. Copy the data into memory. 
F. Be sure both computers are on. 

 

#68: Network traffic: 

 

A. Flows through the use of protocols.  
B. Depends on Bandwidth.  
C. Is measured in bits per second.  
D. Can be local, wider or personal area. 
E. Needs rules and regulations.  
F. Can travel around the world in seconds.  
G. Is Digital. 
H. Uses Electricity, light or radio waves. 

  

 

 

 

 

 

 

Note:  

When doing this test put a mark next to every 
statement you think is true.  

Each correct statement will be counted as 1 and 
each incorrect statement will be counted as -1.  

The results will be shown in a graph compared 
to the optimum result. 
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Opotiki 

Written by Peter Lynn Shields 

By testing your literacy before 
and after the course and getting 
your results graphed, you will be 
able to see by the end of the 
course the improvements in your 
computer literacy. 

The cross section of assessment 
questions and relevant answers 
will be the basis of the course 
workbook. 

With the workbook and course 
resources you be able to learn all 
of the concepts required to 
achieve computer literacy. 

The resources used in the course 

are listed at the end of each 
section. 

Some of the resources will be 
used in the in-person tutorials, 
held each week, and some of the 
resources are for self-study. 

Experts will always point out 
exceptions to the exam questions 
but generally the answers can be 
used in most situations. 

If you want to keep the book 
copy of the exam unmarked ask 
the tutor for a copy to work on. 

Kia kaha 

Summary 

Kaua e rangiruatia te ha 
o te hoe; e kore to tatou 

waka e u ki uta 


