
 

 

 

 

IT Fundamentals Distance Learning Packet 3 – May 4 – May 15 (M. Prandy) 

May 4 

Workplace Safety 
Word Scramble 

May 5 

Common Computer 
Acronyms 

May 6 

Safety Word Puzzle 

May 7 

Worker’s Rights in 
the Workplace Word 
Puzzle 

May 8 

Determine Input / 
Output 

May 11 

Netiquette Word 
Puzzle 

May 12 

What’s Inside a 
Computer? 

May 13 

Computer Storage 
Vocabulary 

May 14 

Computer Programs 
Match 

May 15 

Computer Safety 
True/False 

May 18 

Programs Fill in.  

May 19 

Operating Systems 
Fill in. 

May 20 

Windows Desktop 
Vocabulary 

May 21 

Computer Basics 
Word Puzzle 

May 22 

Windows Desktop 
Labeling 

May 4 - Workplace Safety Word Scramble  

Directions: Unscramble each of the words to reveal a workplace safety. 

1. EOSROAL ___________________________________________ 
2. MMFLEABLA _________________________________________ 
3. FREI IENSIURTHGEX _________________________________ 
4. ZDRAHUSOA _________________________________________ 
5. LEPSPIRY EHWN ETW _________________________________ 
6. GADNER OENZ _______________________________________ 
7. IRSK ______________________________________________ 
8. PRSOALEN PECTTIEVOR QEENMPIUT _____________________ 
9. HEAT XANUSOTEIH ___________________________________ 
10. RYNEGMEEC _________________________________________ 
11. AHRM ______________________________________________ 
12. OCNNFDEI SPEAC ____________________________________ 
13. ECIACTND __________________________________________ 
14. ATCPOCINALOU YUNIRJ _______________________________ 
 
Word Bank: 

Confined Space        Heat Exhaustion         Aerosol Slippery when wet        

Flammable Personal Protective 
Equipment        

Accident Danger Zone        Occupational Injury     

Emergency Hazardous Fire Extinguisher        Harm Risk 

 

May 5: Common Computer Acronyms 
 
Directions: Match each of the Computer Acronyms to its correct term. 
 
_____ 1. CPU   A. organization 
_____ 2. org   B. word wide web 
_____ 3. EDU   C. uniform resource locator 
_____ 4. GOV   D. Operating System 
_____ 5. OS   E. commercial 
_____ 6. HTML   F. Central Processing Unit 
_____ 7. www   G. Digital Video Disc 
_____ 8. url   H. government 
_____ 9. com   I. Hyper Text Markup Language 
_____ 10. DVD   J. Education 



 

 

 

 

May 6: Safety Word Puzzle 
 
Directions: Read each of the clues and insert the correct vocabulary word into the crossword puzzle.  

Word Bank 

Responsibility Hazards Block Back 

Plug Drawer Handrail Posture 

Closest Accidents Emergency Pass 

Justify Ahead Guard heavy 

 

 

                    

 
Across 
2. It is our --------- to work safely and report hazards  
4. When carrying an object, keep your ---------- straight 
5. It's easy to remember how to use a fire extinguisher if 
you remember the word-------- 
8. The best time to prepare for an----------is before one 
happens  
9. Scan--------while you walk and remove hazards that you 
encounter 
10. Never let your ------- down on safety 
12. Do not overload electrical circuits. Use only one--------- 
for each socket 
13. Reporting unsafe acts and unsafe conditions can often 
help prevent--------- 
15. Don't read while walking. It doesn't save enough time 
to--------- the risk 
16. Whether you are sitting, standing or lifting, use proper -
-------- to avoid muscle stain 
 
 
 
 
 
 
 

Down 
1. Do not----------- fire escape passageways and fire 
fighting equipments  
3. Close one ------------ in a filing cabinet before opening 
another  
6. When climbing the stairs, use the-------- 
7. Spilled liquids create -------and need to be cleaned up/or 
identified immediately  
11. Store-------- items in lower drawers or on lower shelves 
14. During an emergency you should use the exit----------to 
you 



 

 

 

 

May 7: Workers Rights in the Workplace 
 
Directions: Read each of the clues and insert the correct vocabulary word into the crossword puzzle.  
 

 
 
Across 
3. Women finally got the right to do this  after many years 
of protesting. 
7. Associations of workers that try to improve working 
conditions in particular occupations. 
8. The amount of money a person gets from work 

Down 
1. Many working-class families suffered from this along 
with poverty, and low wages. 
2. Sums of money demanded by a government for its 
support for services, property, sales, etc. 
4. Workers wanted this, but owners did not. 
5. Some people thought these banded them together 
6. Everyone gets this, but men get it better. 

Word Bank 

change Trade unions wage taxes 

union vote pay disease 

 
 
 
May 8: Input / Output  (Output devices receive information from the CPU and translate it into sounds or 
images we can understand. Input devices allow us to send information to the CPU to tell the computer what to 
do).  
 
Directions: Designate the type of peripheral component by writing INPUT or OUTPUT by each of the items below:  
 

1. Monitor  
2. Keyboard   
3. Scanner  
4. Laser Printer   
5. Mouse   
6. Speakers   
7. Digital Camera  
8. Trackball 
9. Touchpad 
10. Graphics tablet 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

May 11: Netiquette Crossword Puzzle 
 
Directions: Read each of the clues and insert the correct vocabulary word into the crossword puzzle.  
 
 
Across 
5. Capital letters could mean you are _______ at 
someone. 
6. Use __________ so people can see how you're feeling. 
8. A set of rules for everyone to follow online. 
9. Netiquette rules can help make your time online fun and 
__________. 
11. It is very important to respect other people's 
___________ online. 
12. Treat people the way you want to be treated. 

Down 
1. Use lower case letters when ________ to someone. 
2. Netiquette is made up of two words: ______________ 
and etiquette. 
3. Someone who sees bullying and doesn't try to help. 
4. Another example of bad netiquette is calling people 
_______ online. 
7. Never give out your ________ information. 
10. What is wrong in real life is also wrong _________. 

 

 
 
Word Bank: 

Internet Typing Yelling Safe 

Privacy Names Online Bystander 

Emoticons Etiquette Netiquette personal 

 
 
 
 
May 12: What’s Inside a Computer?  
 
Directions: Fill in the blank with the correct answer from the box.  Some may be used more than once or not at all.  
 

CPU Power supply BIOS Network card 

Hard drive USB Port Motherboard  Video card 

 

1. I connect computers and allow them to talk to each other.  

2. I wake up the computer and remind it what to do.  

3. I am the brain of the computer.         

4. Information is stored on my magnetic cylinders.  

5. I hold all of the other circuit boards.        

6. I handle the graphics that are displayed on the monitor.   

7. I am the type of port used by flash drives   
 
 



 

 

 

 

May 13: Storage  
 
Fill in the blanks with the vocabulary words from the box.  Use each word only once.  
 

Information Flash drive CD 

Primary DVD secondary 

  
 

1. _________ memory is stored on chips located on the motherboard.  

2. __________  memory is stored on the hard drive.  

3. A                    can hold information greater than a CD or DVD.  

4. A        usually holds up to 650 to 700 MB.  

5. A          holds even more information at least 7 GB.  

6. The purpose of storage in a computer is to hold                    or data.  
 
 
May 14: Programs  
 
Fill in the blank with the correct answer from the box.  Some may be used more than once or not at all.  
 

Research Spreadsheet Database 

Entertainment Desktop publishing Word processing 

 
1. Creating a birthday card for a friend.    
2. Balancing your checkbook.  
3. Finding information on pyramids.  
4. Playing solitaire.  
5. Calculating Math.  
6. Keeping an address book.  
7. Writing an essay.  
8. Making a newsletter.  
9. Writing a story about aliens.  

 
 
 
 
May 15: Computer Care & Safety True / False 
 
Directions: Read the statements below. Write True or False in the blank. 
 
_____ 1. Do not use the computer during a storm.  
_____ 2. Spray your computer with household cleanser to keep it clean.  
_____ 3. Spilling liquids on your computer won’t hurt it. 
_____ 4. Keeping your computer dust-free can help it last longer.  
_____ 5. Your mouse should never need cleaning.  
_____ 6. It won’t hurt to eat a peanut butter & jelly sandwich while using the computer.  
_____ 7. Install one program, and then test your computer for problems before installing another program.  
_____ 8. Downloading from internet sites could expose your computer to dangerous viruses.  
_____ 9. Surge protectors can help guard against lightning, but may not be complete protection.  
_____ 10. You should remove the computer cover monthly to clean inside.  
_____ 11. Opening an email attachment could download a virus into your computer system.  
_____ 12. Canned air can be used to clean your computer keyboard.  
 
 
 
 
 
 
 
 
 



 

 

 

 

May 18: Programs  
  
Fill in the blank with the correct answer from the box.  Some may be used more than once or not at all.  
 

Downloaded Translators Installing 

Programming Program  programmers 

 

1. A                  is a set of instructions that tells the computer how to perform a specific task.  

2. Programs are like                 that allow people to work with computers without learning the computer’s 
language.  

3. Using bits and bytes in different combinations to represent a code is known as                        .  

4. Copying a program onto your computer’s hard drive from another source is known as                  the 
program.  

5. People who write codes to create programs are known as computer                               .  

6. Some programs can be                                   from the internet directly to your hard drive. 
 
 
 
May 19: Operating Systems  
 
Directions: Fill in the blank with the correct answer from the box.  Some may be used more than once or not at all.  
 

Windows Operating system Graphics DOS essential 

Upgraded User friendly BIOS Hard drive  

 

1. The large program that controls how the CPU communicates with other hardware components is the       
        ____________ 

2. A computer that is easy to operate is called                                  .  

3. The ________ wakes up the computer and reminds it what to do. 

4. The ________ part of the operating system is stored on ROM. 

5. Important, but non-essential, parts of the operating system are stored on the computer’s __________. 

6. Disk-based Operating system is also known as ____________.  

7.                 is the most common operating system for PCs.  

8. Operating systems are constantly being                       as technology advances.  

9. A Graphical User Interface (GUI) uses                          to help the user navigate within the computer 
system.  

 
 
 
May 20: The Windows Desktop  
 
Fill in the blank with the correct answer from the box.  Some may be used more than once or not at all.  
 

GUI Icon Recycle bin Start menu Task bar 

Windows Tool bar Scroll bar Wallpaper Title bar 

 

1. You put things in the                         that you no longer need or want.  

2. A       uses graphics or pictures to help the user navigate and access programs.  

3. The Start Menu and clock are found on the                 .  

4. An             is a small picture that links to a file or program.  

5. At the top of each window, the                    contains the title and buttons to close, minimize and resize.  

6. Moving the                            up or down allows you to see all of the information in a window.  

7. Programs and applications run inside                          that can be opened, closed or resized.  

8. The                      is like a backdrop on your desktop that can be changed.  

9. Found below the menu bar in some windows, the                  contains icons or options that allow you 
to perform specific tasks.  

10. The                                   contains basic operations such as run, shut down, log off and find.  
 



 

 

 

 

May 21: Computer Basics Crossword 
 
Directions: Read each of the clues and insert the correct vocabulary word into the crossword puzzle.  
 
 
Across 
5.  any part of your computer that has a physical structure, 
such as the keyboard or mouse. 
7.  the metal and plastic box that contains the main 
components 
10. is used to print documents, photos, and anything else 
that appears on your screen. 
13. is the most important software that runs on a computer. 
It manages the computer's memory and processes, as well 
as all of its software and hardware. It also allows you to 
communicate with the computer without knowing how to 
speak the computer's language 
15. is a type of software that allows you to perform specific 
tasks 
16. is responsible for what you see on the monitor 
17. is the computer's main circuit board 
18. where your software, documents, and other files are 
stored 
19.  the tool you use to access the Internet 
20. Allows you to write a letter, design a flyer, and create 
many other types of documents 

Down 
1. an electronic device that manipulates information, or 
data. It has the ability to store, retrieve, and process data 
2. any type of software that is designed to damage your 
computer or gain unauthorized access to your personal 
information 
3. another important tool for communicating with 
computers. Commonly known as a pointing device. 
4. any set of instructions that tells the hardware what to do 
and how to do it 
6. When you save a file, the data is written to the hard 
drive, which acts as 
8. your system's short-term memory 
9. one of the main ways to communicate with a computer. 
11.  measured in megahertz (MHz), or millions of 
instructions per second; and gigahertz (GHz), or billions of 
instructions per second. 
12. What is a shorter term for Wireless Internet Connection  
14. also called an audio card—is responsible for what you 
hear in the speakers or headphones 

 

 
 
 
Word Bank 

Software Word processor Hardware Hard drive 

Sound card Keyboard Computer Mouse 

Computer case Speed Printer Web browser 

Video card Motherboard Malware Long term storage 

App Operating system RAM WIFI 

 
 



 

 

 

 

May 22: The Windows Desktop 

 
 
 
 
 
 
 
 
 
 
 


