Proficiency Exam

CtiiAdAnt |

Proctored at

GGC Testing Center

Location: Building D, Suite 1301
Phone: 678.407.5322
Fax: 678.407.5278


mailto:GGCTesting@ggc.edu
mailto:smanaskie@ggc.edu

Contents

OVEBIVIBWW ...tttk b ekt b ek e e bt e b e e b e s bt £kt e s bt e bt e b e e h b e et e e be e e e e b e e s e e 3
REQISTEIING TOr TNE EXAM ......iiiiiiiii ettt ettt e et nne e 3
TOPICS COVEred IN ThE EXAIM ...ttt ettt 3
[600] 0 (01T o) OO RPPURRPPR 4
CR. L SOTEWAIE ...tttk et e st et e bt e s et e e ne e 4

CRL 2 HAIUWANE ...ttt ettt et ettt e b ae et e e ne e s 6
CR.3 THE INTEIMEL. ...ttt ettt et et e e b e 8

Ch. 4 Networking and IMmersive REAITY ...........coiuiiiiiiie i 9

O 5 SBCUIIEY .ttt b e bttt b et e e b et e e nne e 11

Ch. 6 EMerging TECANOIOGIES .........uoiiiiiiiiii ittt 12
Office Applications " MS OFfiCEe 2019 .........eiuieiieiii et 14

T R o SRS 14

0 o= USSR 14

IMIS POWETPOINT ...ttt bbbt 16

IVIS AACCESS ...ttt bbbt bbb 17
FOrMAL OF TNE EXAIM ...t 17
Frequently ASKEd QUESTIONS ........ccuvii ettt s e et e e et e e s aae e e nte e e snbaeesneeeenes 18

Page 2 of 18



Overview
GGC students must take a minimum two (2) ITEC courses (a total of 8 credit hours) to graduate:

Option A: ITEC1001: Intro to Computing and ITEC2110: Digital Media

Option B: ITEC1001: Intro to Computing and ITEC 2120: Intro. to Programming
Option C: ITEC 2110: Digital Media and ITEC 2120: Intro. to Programming

I  Option D: ITEC 1001: Intro to Computing and ITEC 2130: Web Development
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All students can choose Option A, B or Option D. To select Option C without taking ITEC 1001 first, you
must take and pass a proficiency exam that covers content taught in ITEC 1001. This proficiency exam
does NOT give you any course credit for ITEC 1001. Passing the exam simply gives you the opportunity
to take higher level ITEC courses such as ITEC2110, ITEC 2120, and/or ITEC2130. If you pass the exam,
you may still choose Option A, B, or C.

For ITEC majors: enroll in ITEC 2140: Programming Fundamentals instead of ITEC 2120.

The proficiency exam is the tool we use to determine if you are given the option to place out of
ITEC1001. This exam will neither give you credit for ITEC1001 nor will the result of the exam exempt
you from any of the General Education requirements. The result you receive on the exam is only used
for placement -
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Concepts
Ch. 1 Software
Learning objectives

Understanding software

A what s software?
Understanding system software

What is an operating system?

What are the most widely-used operating systems?

What is the Windows operating system?

What are some advantages and disadvantages of the Windows

Operating system?

What is the Macintosh operating system?

What are some advantages and disadvantages of the Macintosh operating system?
What is the Android operating system?

What are some advantages and disadvantages of the Android operating system?
What is the Linux operating system?

What are some advantages and disadvantages of the Linux operating system?
What is a network operating system?

What is utility software?

What is an applet?

Understanding applications software

What is productivity software?
What is word processing software?
What is spreadsheet software?
What is presentation software?
What is database software?

Understanding cell phone (mobile) apps

What are cell phone apps?

How much data do cell phone apps use?

What are the different categories of cell phone apps?
How are cell phone apps downloaded?

What is in the future for cell phone apps?

How are cell phone apps created?

Understanding computer-based business information systems

What are management information systems?

What are transaction processing systems?

What is decision support software?

What are supply chain management software systems?

Page 4 of 18



What are executive support systems?
What are enterprise resource planning systems?

Understanding the use of computers in business communication

How is email used in business?

What is proper etiquette in business email?

What are the components of a properly composed business email?
How is instant messaging used in business

What is a conference call?

What are the components of a profession voice mail greeting?
What is Skype?

What are Google Hangouts?

Understanding computer use ethics in business

What is an acceptable use policy?

What is employee-monitoring software?

What are the ethics of using employee monitoring software?
What are software licenses?

Understanding installing software

What is installing?

What is uninstalling?

What are system management tools?
What is a utility program?

What are key system programs?

Understanding social media software

What is social networking?

What are the ethical issues associated with social media?
What is Facebook?

What risks are associated with posting on Facebook?
What is LinkedIn?

What are some best practices while posting on LinkedIn?
What is Instagram?

What risks are associated with posting on Instagram?
What is Twitter?

What risks are associated with tweeting?

What is Snapchat?

What is Pinterest?

What is WhatsApp?

What is Waze?

What is Viber?

Understanding computer gaming
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What is MMORPG or MMO?
What risks are associated with computer games?

Ch. 2 Hardware
Learning objectives

Understanding computers
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What is a computer?

What are the functions of a computer?
What is meant by the term “computer hardware”?
What is a system unit?

What is a laptop computer?

What is a desktop computer?

What is a tablet computer?

What is an all-in-one computer?

What is a two-in-one computer?

What is a smartphone?

What is a media player?

What is an embedded computer?
What is a server?

What is a mainframe?

What is a supercomputer?

Understanding computer components
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What is a processor?

What is the machine cycle?
What is clock speed?

What is overclocking

What is a single-core processor?
What is a multi-core processor?
What is memory?

What is random access memory?
What is cache?

What is read-only memory?

Understanding storage

l
l

What is a storage device?
What is internal storage?
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l
l
l

What is megahertz and gigahertz?
What is a bus?
What is bus width?

Ch.3 The Internet
Learning objectives
Understanding the Internet

l
l
l
l

How did the Internet begin?
What is packet switching?
What is ARPAnet?

What is Internetworking?

Understanding the World Wide Web

l
l
l
l
l
l

How did the World Wide Web begin?
What was NeXT and GUI?

Who was Tim Berners-Lee?

What is hypertext?

What is the World Wide Web Consortium (W3C)?

What is Web 1.0, Web 2.0, and Web 3.0?

Understanding Internet Service Providers
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What is an Internet Service Provider?
What is a digital subscriber line?
What is cable Internet?

What is fiber optics?

What is internal storage?

What is satellite Internet?

What is cellular Internet?

What is a data plan?

Understanding Internet service

l
l
l
l

What is a ping?

What is uploading?
What is downloading?
What is streaming?

Understanding Web browsing

l
l
l
l

What is a Web browser?

What Web browser options are available?
What is a plug-in?

What is a filter?

Understanding URLs
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l
l
l
l

What is a URL?

What is a protocol?

What is a domain name?
What is a top-level domain?

Computing Ethics and Professional Practices
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What are ethics and ethical computing guidelines?

What is ethical employee behavior and how do you report a violation?
What is AUP and employee monitoring software?

What constitutes an ethics incident?

Discuss the Facebook scandal and issues with social media.

What is geolocation?

Ch. 4 Networking and Immersive Reality
Learning objectives

Understanding networking terminology

l
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What is transmission media?

0 What is fiber-optic cable?
What is coaxial cable?
What is twisted pair wiring?
What is Ethernet cable?
What is a Wi-F signal?
What is a cellular signal?

0 What is a microwave signal?
What is a modem?

©O O O O o

What is a router?

What is a dual-band router?

What is a switch?

What is a media access control address?
What is broadband?

What is bandwidth?

What is packet switching?

What is circuit switching?

What is an IP address?

What are the parts of an IP address?
How are IP addresses assigned to ISPs?
How do ISPs assign IP addresses to customers?

Understanding networks

l

What is a client/server network?
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What is a server-based network?
What is a local area network?
What is a wide area network?
What is remote access?

What is a virtual private network?
What is an intranet?

What is the file transfer protocol?
What is BitTorrent?

What is electronic funds transfer?
What is electronic data interchange?
Understanding home networks
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f What is needed to set up a wireless network?
f How can home network speeds be measured?
1  Whatis a firewall?

!  Whatis an SSID?

! Whatis WEP?

' What is WPA?

' What is WPA2?

Understanding cellular networks

What is a cellular provider?

What are the major cellular providers?

How do cell phones work?

How does a smartphone connect to the Internet?
What is a base transceiver station?

What is a mobile switching center?

What are 3G, 4G, and LTE?

What is roaming?

What is syncing?

What is tethering?

What is a data plan?

What is a prepaid phone?

Virtual Reality

f What is virtual reality?

f What are the uses of virtual reality?
Augmented Reality

f What is augmented reality?

' What are the uses of augmented reality?

f What are the challenges of implementing augmented
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Ch. 5 Security
Learning objectives

Understanding cybercrime

l

l
l
l

What is cybercrime?
0 What types of cybercrimes exist?
What are cyberattacks?
What is cyberterrorism?
What is cyberbullying?

Understanding malware

l
l
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What is malware?
What is a computer virus?
0 How does a digital device become infected with a computer virus?
0 How do computer viruses work?
0 What are symptoms of a computer virus?
What is a virtual private network?
How can computer viruses be avoided?
What is a macro virus?
What is a Trojan?
What is an email virus?
What is a worm?
What is a rootkit?
What is a zombie?
What is a denial-of-service attack?
What is spyware?
What is a keystroke logger?
What is a packet analyzer (sniffer)?

Understanding hackers

l
l
l
l

What is a white hat hacker?
What is a black hat hacker?
What is a script kiddie?
What is a hacktivist?

Understanding online nuisances

l

l
l
l

What is spam?
0 What is a spam filter?
What is phishing?
What is pharming?
What is adware?
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Understanding cookies

1 Whatis a cookie?

1  Whatis a session cookie?
|l
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What is Google DeepMind Al?

How will Edge Computing will boost loT and Al?
What is Edge Computing and the cloud?

What are touchless interactions?

What is brain computer interface?

What is digital twin?

What is artificial intelligence?

What is machine learning?

What is edge computing?
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How will edge computing impact the Internet of things and artificial intelligence?
Understanding emerging technologies in society
What is Chicago’s array-of-things?

What is 5G cellular service?

What are hot solar cells?

What is antiplagiarism software?

What is adaptive learning?

What is predictive policing?

How do you compose music using Al?

What are video contact lenses?

What is 3D crime scene imaging?

What are translator devices?

Understanding emerging technologies in management
 What is enterprise resource planning?
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Office Applications — MS Office 2019

MS Word

I Creating and Editing Documents

(0]
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Creating, Saving and Opening Documents

Entering and Selecting Text

Moving and Copying Text

Changing Fonts, Font Sizes, and Attributes

Changing Text Alignment, Line Spacing, and Paragraph Spacing
Checking Spelling and Grammar and Using the Thesaurus
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Formatting a Worksheet
Editing Columns and Rows
Customizing Worksheets

0 Finalizing a Workbook
" Working with Formulas and Function
Creating and Editing Basic Formulas
Working with Cell References

O O O

o

Applying Mathematical Order of Operations

Working with Financial, Logical, and Lookup Functions

o]
o]
o0  Working with Common Functions
o]
o Working with Math an
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MS PowerPoint
I Creating and Editing Presentation

(0]
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Creating, Opening, and Saving Presentations
Adding and Editing Presentation Text
Rearranging Slides

Working with Themes

Inserting Headers and Footers
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MS Access

I Creating a Database and Tables

(o}
(o}
(o}
(o}

Understanding Database Concepts

Creating and Managing a Database

Creating and Using a Table in Datasheet View
Exploring Datasheet View

I Using Design View, Data Validation and Relationships

(o}
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Creating a Table in Design View

Setting Field Properties

Understanding Data Integrity and Data Validation

Integrating Data Validation in Tables

Changing Field Properties After Records Are Added Into a Table
Understanding and Designing Relational Databases

Importing Data Records from Excel

Printing the Contents of a Table

Managing a Database Using the Compact & Repair Database Utility

I Creating and Using Queries

(o}
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Understanding Queries and Using the Simple Query Wizard
Creating, Running and Editing a Query in Design View
Adding a Criterion to a Query

More Query Options

Defining Multiple Criteria in a Query

Creating and Using a Simple Parameter Query

Adding Calculated Fields to a Query

Creating and Using a Summary Query

Format of the Exam
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Frequently Asked Questions

Q: 1 took a Computing Concepts at another institution and it seems like ITEC1001 is the same course. Do
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