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Solutions Guide 
Use this file to check your work on the exercises in this course. Both images and descriptions are 
provided. 

Chapter 1: About Computer Basics 
Concepts and Exercises 

Exercise 1.1 
The computer is not yet turned on. Identify basic parts of the computer system. 

Exercise 1.2 
Discuss proper posture at the computer. 

Exercise 1.3 
The Windows Desktop appears. It may look different on different computers. 

Exercise 1.4 
Move the mouse and watch the mouse pointer on the screen. 

Exercise 1.5 

Exercise 1.6 
The computer is now turned off. 
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Skill Builder Exercises 

Skill Builder 1.1 Turn On the Computer 
The computer is turned on. Results vary according to Desktop properties. 

Skill Builder 1.2 Drag Icons 
Results vary according to Desktop properties and where icons are dragged.  

Skill Builder 1.3 Turn Off the Computer 
The computer is now turned off. 

Skill Builder 1.4 Describe Computer Parts 
Results vary. Strive for technical accuracy and language proficiency. 

Chapter Review 

1.1 Fill in the Blanks 
1. CPU 
2. Monitor 
3. Speakers 
4. Keyboard 
5. Mouse 

1.2 Verb Worksheet 
1. shut down 
2. turn on 
3. click 
4. let go 
5. select 
6. press 
7. turn off 
8. drag 
9. go to 

1.3 Fill in the Blanks 
1. Sit up straight in your chair. 
2. Keep your wrists straight. 
3. The top of the monitor should be at the same level as your eyes. 
4. Sit with your feet flat on the floor. 
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Chapter 2: Windows and the Start Menu 
Concepts and Exercises 

Exercise 2.1 
Learners move the mouse over different Desktop icons. 

Exercise 2.2 

 

Exercise 2.3 
At the end of this exercise, Word is closed, and the Desktop is showing. 

Exercise 2.4 
At the end of this exercise, Calculator is closed, and the Desktop is showing. 

Skill Builder Exercises 

Skill Builder 2.1 Open and Move the Word Window 
At the end of this exercise, Word is closed, and the Desktop is showing. 

Skill Builder 2.2 Open and Move the Calculator Window 
At the end of this exercise, Calculator is closed, and the Desktop is showing.  
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Chapter Review 

2.1 Fill in the Blanks 
1. Icons 
2. Start button 
3. Desktop 
4. Mouse pointer 
5. Taskbar 

2.2 Fill in the Blanks 
1. Title bar 
2. Ribbon 
3. Work area 
4. Minimize 
5. Maximize 
6. Close 

2.3 Fill in the Blanks 
1. Start, Word 
2. No answer needed 
3. Minimize, Maximize, Close 
4. Maximize, Restore 
5. No answer needed 
6. Minimize 
7. Word 
8. Title bar 
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Chapter 3: Windows Programs 
Concepts and Exercises 

Exercise 3.1 

 

Exercise 3.2 

 

Word is closed at the end of the exercise. 
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Exercise 3.3 

 

Exercise 3.4 
Calculator is open and ready for the next exercise. 

Exercise 3.5 
At the end of the exercise, Calculator is closed, and the Desktop is showing. 

Skill Builder Exercises 

Skill Builder 3.1 Use Paint 
Results vary. At the end of this exercise, Paint is closed, and the Desktop is showing. 

Skill Builder 3.2 Use the Calculator 
At the end of the exercise, Calculator is closed, and the Desktop is showing. 

Skill Builder 3.3 Play a Game 
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Skill Builder 3.4 Draw a Map 

 

Chapter Review 

3.1 Verb Worksheet 
1. You can preview a document to see how it will look when you print it. 
2. To appear is when an object shows on the screen and you can see it. 
3. To uncheck a box is called to clear it. 
4. To check means to click the box so that a checkmark appears. 
5. To look at something is to view it. 
6. To play means to use a computer game. 
7. To keep your finger pressed on the mouse button is to hold the button. 
8. To release means to take your finger off of the mouse button. 
9. To let up means to release or let go of a button. 

3.2 Fill in the Blanks 
Exercise A: Add Two Numbers 

1. Click the first number. 
2. Click the plus sign. 
3. Click the second number. 
4. Click the equals sign. 

Exercise B: Multiply Two Numbers 

1. Click the first number. 
2. Click the X sign. 
3. Click the second number. 
4. Click the equals sign. 
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Chapter 4: Creating a Document in Word 
Concepts and Exercises 

Exercise 4.1 
There is no screen shot for this exercise. 

Exercise 4.2 
There is no screen shot for this exercise. 

Exercise 4.3 

 

Exercise 4.4 

 

Exercise 4.5 

 

Exercise 4.6 

Your name should show at the bottom of the document. 
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Skill Builder Exercises 

Skill Builder 4.1 Type Sentences 

 

Skill Builder 4.2 Type the Punctuation Marks 

 

Skill Builder 4.3 Type a Paragraph 

 

Skill Builder 4.4 Type a Paragraph 
Results vary. Strive for completeness and creativity. 
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Chapter Review 

4.1 Fill in the Computer Keyboard 
Write keyboard letters, symbols, and numbers on the keyboard figure. Then, draw your hands on the 
keyboard figure with the fingers on the correct keys. 

4.2 Identify and Match 
1. D 
2. F 
3. E 
4. B 
5. C 
6. A 

Chapter 5: More with Word 
Concepts and Exercises 

Exercise 5.1 
There is no screen shot for this exercise. At the end of the sentence, no text should be highlighted. 

Exercise 5.2 

 

Exercise 5.3 
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Exercise 5.4 

 

Exercise 5.5 
There is no screen shot for this exercise. 

Skill Builder Exercises 

Skill Builder 5.1 Change the Font 

 

Skill Builder 5.2 Type a Bulleted List 
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Skill Builder 5.3 Change the Alignment 

 

Skill Builder 5.4 Create a List 

 

Chapter Review 

5.1 Fill in the Blanks 
1. USB port 
2. insert, easily, turn 
3. Taskbar, bottom 
4. Eject 
5. safe 

  



Solutions Guide 

Boost Your Skills in Computer Basics for ESL Learners  Page 13 of 31 

5.2 Verb Worksheet 
1. align 
2. save 
3. format 
4. insert 
5. decrease 
6. highlight 
7. right-click 
8. scroll 
9. increase 

Chapter 6: The Internet 
Concepts and Exercises 

Exercise 6.1 
Google Chrome opens to whatever homepage is set on the computer you are using. 

Exercise 6.2 

 

The appearance of Yahoo’s website varies daily. 

Exercise 6.3 
There is no screen shot for this exercise.  

Exercise 6.4 
There is no screen shot for this exercise.  
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Exercise 6.5 
There is no screen shot for this exercise.  

Exercise 6.6 
There is no screen shot for this exercise.  

Skill Builder Exercises 

Skill Builder 6.1 Go to Another Website 
Results vary by location.  

Skill Builder 6.2 Search the Internet 

 
Results vary. This is an example. 
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Skill Builder 6.3: Search for a State Governor 

 

Results vary. This is an example. 

Chapter Review 

6.1 Fill in the Blanks 
1. back button 
2. address bar 
3. menu button 
4. scroll bar 
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6.2 Paired Conversation and Language Practice 
Partner A I’m a new student. 
Partner B Welcome to our classroom! 
Partner A I heard that today’s class is about the Internet. 
Partner B That’s right. 
Partner A Which websites will we visit? 
Partner B I’m not sure. We’ll have to use a search engine. 
Partner A Is that what you use to look for things on the Internet? 
Partner B That’s right. 
Partner A Well, let’s visit an interesting website. 
Partner B I know! Let’s go to our school’s homepage first. 
Partner A That’s a great idea. Let’s connect to it now. 
Partner B Well, let’s type the Internet address for our school in the address bar. 
Partner A Okay. Now what do I do? 
Partner B We can use the links to go to the pages we want. 
Partner A Thanks. Now I want to browse the Internet. 
Partner B You’ll have to wait. We have to do a simulation exercise first. 
Partner A Okay. 
Partner B Later, we can search for other interesting subjects. 

Chapter 7: Email 
Concepts and Exercises 

Exercise 7.1 
There is no screen shot for this exercise.  

Exercise 7.2 
There is no screen shot for this exercise.  

Exercise 7.3 
There is no screen shot for this exercise.  

Exercise 7.4 
There is no screen shot for this exercise.  

Exercise 7.5 
There is no screen shot for this exercise.  
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Skill Builder Exercises 

Skill Builder 7.1 WebSim: Compose a New Message 
There is no screen shot for this exercise.  

Skill Builder 7.2 WebSim: Check for New Email and Reply to an Email 
There is no screen shot for this exercise.  

Skill Builder 7.3 WebSim: Forward a Message 
There is no screen shot for this exercise.  

Skill Builder 7.4 Sign Up for Webmail 
Results vary. Strive for assignment completeness. 

Chapter Review 

7.1 Identify and Match 
1. D 
2. F 
3. G 
4. H 
5. A 
6. B 
7. E 
8. C 

7.2 Answer the Questions 
Results vary. Strive for assignment completeness. 
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Chapter 8: Files, Folders, and Windows Search 
Concepts and Exercises 

Exercise 8.1 

 

Exercise 8.2 
There is no screen shot for this exercise.  

Exercise 8.3 
There is no screen shot for this exercise.  



Solutions Guide 

Boost Your Skills in Computer Basics for ESL Learners  Page 19 of 31 

Exercise 8.4 

 

The “New Files” folder should show. Other files may vary. 

Exercise 8.5 

 

The “Chapter 5” file should show. All windows are closed at the end of this exercise. 

Exercise 8.6 

 

Exercise 8.7 
At the end of this exercise, Windows Search is closed, and the Desktop is showing. 



Solutions Guide 

Boost Your Skills in Computer Basics for ESL Learners  Page 20 of 31 

Skill Builder Exercises 

Skill Builder 8.1 Use Windows Search 
Results vary with each search.  

Skill Builder 8.2 Save a File to a New Folder 

 

The icon for the Bank file may vary. 

Skill Builder 8.3 Play a Music File 
There is no screen shot for this exercise. Music file icons vary. 

Skill Builder 8.4 Save Screen Captures 
Results vary. Strive for assignment completeness. 

Chapter Review 

8.1 Fill in the Blanks 
1. Navigation pane 
2. Address bar 
3. Hard disk 
4. USB drive 
5. Ribbon 
6. DVD drive 

8.2 Verb Worksheet 
1. double-click 
2. choose 
3. Search 
4. sort 
5. view 
6. play 
7. modify 
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Chapter 9: Writing Letters in Word 
Concepts and Exercises 

Exercise 9.1 
Word is open. There is no screen shot for this exercise. 

Exercise 9.2 

 

Exercise 9.3 
There is no screen shot for this exercise. 
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Exercise 9.4 

 

Exercise 9.5 
There is no screen shot for this exercise. 
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Skill Builder Exercises 

Skill Builder 9.1 Type a Personal Letter 
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Skill Builder 9.2 Type a Business Letter 

 

Skill Builder 9.3 Edit a Letter 
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Skill Builder 9.4 Type a Personal Letter 
Results vary. Strive for assignment completeness, Word proficiency, and creativity. 

Skill Builder 9.5 Type a Business Letter 
Results vary. Strive for assignment completeness, Word proficiency, and creativity. 

Chapter Review 

9.1 Fill in the Blanks 
1. Title bar 
2. Ribbon 
3. Scroll bar 
4. Zoom control 
5. Work area 
6. Status bar 
7. File tab 
8. Quick Access toolbar 

9.2 Fill in the Blanks 
Sentences vary but should include these words. 

1. Heading 
2. Date 
3. Greeting 
4. Body 
5. Closing 
6. Signature 
7. Signature line 
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Chapter 10: Editing Word Documents 
Concepts and Exercises 

Exercise 10.1 
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Exercise 10.2 

 

Exercise 10.3 
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Exercise 10.4 
There is no screen shot for this exercise. All changes made are reversed using the Undo button. 

Exercise 10.5 
There is no screen shot for this exercise. All changes made are reversed using the Undo button. 

Exercise 10.6 
There is no screen shot for this exercise. All changes made are reversed using the [Delete] key.  

Exercise 10.7 
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Skill Builder Exercises 

Skill Builder 10.1 Move Text by Dragging 

 

Skill Builder 10.2 Use Undo 
There is no screen shot for this exercise. All changes made are reversed using the Undo button. 
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Skill Builder 10.3 Copy a Picture from the Internet into Word 

 

Results will vary. 

Skill Builder 10.4 Make a Document About an Emergency Vehicle 

 
Results vary. This is just an example. Strive for assignment completeness and creativity. 
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Skill Builder 10.5 Résumé Worksheet 
Results vary. Strive for assignment completeness. 

Skill Builder 10.6 Create Your Résumé 
Results vary. Strive for assignment completeness. 

Chapter Review 

10.1 Fill in the Blanks 
1. Highlight 
2. Copy, Word Ribbon 
3. Clipboard 
4. Click 
5. Paste 
6. Save 
7. Location 

10.2 Paired Conversation and Language Practice 
Partner A Greetings, my friend! 
Partner B Hi! Are you ready for our computer chapter today? 
Partner A Yes. I have so many files that I need to work on. 
Partner B That’s great. We can multitask today. 
Partner A What’s multitasking? 
Partner B It means working with two or more programs at the same time. 
Partner A Oh, that’s a good word. Is task a word that means a job that you need to do? 
Partner B Yes. Today we will learn how to copy to the Clipboard. 
Partner A And then we will paste the information somewhere else, right? 
Partner B That’s right. We’ll also learn how to cut text and move it. 
Partner A I really need to learn how to cut and move text! 
Partner B Cut, Copy, and Paste are all on the Clipboard group. 
Partner A Is the Clipboard group on the Word Ribbon? 
Partner B Yes! You seem to understand this stuff. 
Partner A Thanks. I know the location of the files I want to work on. 
Partner B Good. When you finish, make sure to type a filename in the File Name box and save 
your new file to your USB drive. 
Partner A Great! I’ll remember where I saved it. 
Partner B You’re learning so quickly. Soon you can use these skills to search for a job. 
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