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Rules

· No communication with other people or among students is allowed. Phones and every other mean of communication must be turned off.

· Opening any communication program on the computer is not allowed and is considered cheating!

· Opening the course’s book or simply having it on your disk space is not allowed and is considered cheating!

· You are responsible for the correct copy of your files!
Exercise 0: file handling

· Enter Windows with your login. You have 1 hour starting from now.

· Build a directory called “solutions” on your Desktop.

· Open the folder \\ubz01fst\courses\exam_coletti, find the folder with your name, and copy the directory “files” on your Desktop.

· The files for the exam are in the “files” directory, while you must save all your modified files in the “solutions” directory.

· At the end of the exam, copy the “solutions” directory in the folder with your name contained in \\ubz01fst\courses\exam_coletti.

Exercise 1: EU policy
Open with Microsoft Word the document ei0004.doc and:

· replace the @ symbol with AT preceded and followed by a space;
· remove the hyperlink only from the last email address;
· set page size to A5;

· correct the first 10 orthographic mistakes;

· insert a header, starting from page 2, with “Issue: EI 00:04” on odd pages aligned on the right and “1 November 2000” on even pages aligned on the left;
· insert a table of contents, which includes only level 1 titles, at the beginning of the document; (warning for Word 2007 users: do not worry about the fact that the table of contents will go beyond the right border of the page);
· insert a footnote after “exchange schemes” (text your choice);
· resize the glossary table to fit the page size;
· remove the page number from the footer of the last page only (but keep the header);
· download from the Internet a British flag image and insert it at the end of the document, centered, large exactly 2 cm, and with an hyperlink to http://www.ukro.ac.uk .
Save the file ei0004.doc.

Exercise 2: condominium budget
Open a new Excel file and:

· in a sheet called condominium import the data contained in the semicolon-delimited text file c.txt. This is a condominium’s budget where the proportion column contains the proportion of property expressed in thousands.
If you have successfully imported the data, use those data. Otherwise, use file con2.xls.

· Add a new first column with consecutive integer numbers from 1 to 31;
· to all the columns except the first 3 apply currency format with euro symbol, two decimal digits and red negative numbers with minus sign;

· fill the column insurance with the formula: total insurance × proportion / 1000, using appropriately partial absolute references (total insurance is on row 33);
· fill the column administration with the formula: total administration × proportion / 1000, using appropriately partial absolute references (total administration is on row 33);;

· add a total for individual expenses column;
· fill the total expenses column with the sum of the three previous columns;
· fill the to be paid column with the difference between total expenses and previous year columns;
· add a new first row with the header “Expenses” centered in a single cell spanning columns D-G;

· apply a bold font and a light gray background to the two headers rows and to the to be paid column; 

· to all the columns apply a width of 11;

· to the second header row, apply a Wrap text;
· in a new sheet build a pie graph depicting proportion data with a 3-columns legend;
· in a new sheet build a stacked 100% column plot with a legend and appropriate axis labels depicting insurance, administration and individual expenses columns;
· in a new sheet insert the water circular diagram with: sea, clouds, rain, river. Paint each arrow with a different color. Duplicate the diagram and invert the sense in the second one.

· save the Excel file calling it condominium.xls;

· hide all the columns except “Owner” and “To be paid” and save the file in PDF format with name condominium.pdf, centered in the page, with  gridlines and with header “Budget”. 

Return the Excel and the PDF files.
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Exercise 3

For each sentence, check either the TRUE or the FALSE box.


10 Kilobytes:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

can hold the text of a short book
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

can hold a photo picture
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

are larger than 10 bytes

The average hard disk size of currently sold computers is:
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

1500 Megabytes

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

1.5 GB
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

150 GB
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

15 Kbps
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

1.5 Kilobytes

This is an output device:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

keyboard
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

mouse

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

microphone

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

camera

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

scanner

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

printer

To be able to write on a brand-new DVD:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

the DVD may be DVD-R
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

the DVD may be DVD-RW
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

you must have a CD-writer

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

you must have a DVD-writer

Pressing CTRL+ALT+DEL on Windows:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

turns immediately the computer off
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

it’s a step to try to unlock the computer

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

it’s a way to arrive to the Task Manager window
To RENAME a file:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

drag it to another directory, checking that no + appears
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

drag it, checking that an arrow appears 

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

copy with CTRL+C and paste with CTRL+V

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

select it, click on it once and digit the new name

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

click on it quickly twice and digit the new name

This is an extension for a program:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

.avi
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

.mp3
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

.wav
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

.html
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

.exe
VPN means:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

Virtual Private Network
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

V-Protected Network

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

V-Point Node

Opera is:
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

a mailreader

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

an antivirus
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

a webbrowser
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

a program
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

an operative system
Using Google’s advanced search, the user may decide to look for:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

pages only in a specific language
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

only PDF documents
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

pages containing a specified complete sentence
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

pages whose size is small 
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

pages containing a specified word and not containing another one
ISDN connection:

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

is faster than ADSL

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

requires a special telephone line

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

is faster than UMTS

Making a telephone call from the Internet:
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

requires microphone and headphones

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

is usually cheaper than calling from the standard telephone

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

is totally free when calling another Internet user

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

requires a subscription to a VoIP website

Spammers send spam emails:
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

to help users against viruses

TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

to advertise products
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

to trick users into telling their credit card or bank account numbers
TRUE  FORMCHECKBOX 

FALSE  FORMCHECKBOX 

to lead users to untrustworthy websites
Write your name here:
______________________________________________________

Your signature here:
______________________________________________________
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