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Part I: Multiple Choice: Circle the letter of the best answer. [20]
1. Which application is generally not part of an office suite?

a. database

b. spreadsheet

c. web browser
d. word processor

2. What application is generally best for performing calculations on financial and accounting data?

a. calculator

b. database

c. spreadsheet

d. word processor

3. What type of tab should be used to align cash amounts in a simple word processed invoice?


a. currency

b. decimal

c. left


d. right

4. Which key is pressed to remove a letter to the right of the cursor?


a. backspace

b. delete

c. insert

d. right arrow

5. Newsletters are most easily formatted using

b. columns

c. tables

d. tabs


d. text boxes

6. Which view is useful for working with a long document with different levels of headings?


a. normal

b. outline

c. print layout

d. web layout

7. Line spacing is normally found in which Format menu item?


a. columns

b. font


c. paragraph

d. tabs

8. Which toolbar menu is used to more easily see your document?


a. font


b. font size

c. style


d. zoom

9. Which of these data formats does not have a related button on the formatting toolbar in Excel?


a. currency

b. date


c. number

d. percentage

10. In most spreadsheet programs, to enter a formula in a cell, you start by pressing


a. Enter

b. Esc


c. Tab


d. =

11. After entering a formula into a cell, what will appear in the cell?


a. cell reference
b. formula result
c. function

d. label

12. Which logical function can be used to determine whether two logical conditions are both true?

a. and


b. if


c. not


d. or

13. Which statistical function can be used to display the number in a range that occurs most often?

a. average

b. median

c. mode

d. stdev

14. Which spreadsheet function category includes internal rate of returns and depreciation of assets?

a. financial

b. logical

c. mathematical
d. statistical

15. The ( button is used in spreadsheet programs as a shortcut for which function?

a. average

b. min


c. max


d. sum

16. What type of graphical representation is best for showing the percentage of votes that each candidate received in a presidential election?

a. bar chart

b. column chart
c. line graph

d. pie chart

17. Which of these is not a goal of database systems?


a. data integrity
b. data independence
c. data redundancy
d. data security

18. In a personnel database, the data about a single person would most likely fill one


a. field


b. file


c. record

d. table

19. To sort alphabetically using spreadsheets or databases, the data type should be

a. date


b. number

c. text


d. time

20. What stage produces most of the bad data in most database systems?


a. database design
b. development
a. data entry

b. data processing 

Part II: Completion: Fill the blanks with one or more words that best complete the sentence. [20]

1. A _________________ is a software package that produces formatted text documents.

2. In many applications you can use the _______________ menu for document management.

3. The _______________ menu is useful for learning more about an application.

4. If you click the undo button by mistake, you should click the __________________ button.

5. A(n) _______________ is a printable character that can be inserted without using the keyboard.

6. To print a very wide table, change the page setup to use __________________ orientation.

7. The _______________ of a letter determines its appearance (its shape, spacing, thickness, etc.).

8. A(n) __________________ paragraph of text is aligned on both left and right sides.

9. To change the spelling of a word that occurs several times in a document, select ___________________ from the Edit menu.

10. In order to see current tab stop positions, the ___________________ must be visible.

11. A(n) ________________ is a list of terms and their page numbers that can be automatically generated by a word processor.

12. The _________________ is a space for text that appears at the top of every page of a document.

13. A(n) _________________ is a numbered  explanation that appears at the bottom of a page.

14. A(n) _________________ allows you to look for words with similar meanings.

15. Several spreadsheet cells can be combined into one cell using the __________________ button.

16. The four arithmetic operators used in spreadsheets are ___________________.

17. The formula ______________________________ adds numbers in cells G1 through G10.

18. The formula ______________________________ tests whether cell H3 is between –1 and 1.

19. The formula ______________________________ displays the value of cell P23 on sheet Sales.

20. The ___________________ key is used to make changes to a spreadsheet cell.

Part III: Definition

A. Define any five of these MIS terms. Clearly show your choices. [5]
system, information system, life cycle, critical success factors, work flow, re-engineering, prototype

B. Define any five of these computer applications terms. Clearly show your choices. [5]
spreadsheet, workbook, function, formula, style, template, database, form, query

Part IV: Short Answer

A. Answer any five of these MIS questions. Clearly show your choices. [25]

1. What is information overload? How can it be avoided?

2. What is knowledge? What types of systems are used in organisations to work with knowledge?

3. What types of management duties require information and knowledge?

4. Briefly describe the main stages in developing an information system.

5. What might be included in an information system plan?

6. Explain some of the activities performed in a systems analysis.

7. Explain the purpose of a feasibility study and its different components or types.

8. When converting to a new information system, what problems are encountered and what strategies are used? 

B. Answer any five of these computer applications questions. Clearly show your choices. [25]

1. Compare the use of tables in three different types of applications programs.

2. What types of editing operations can be performed using word processors?

3. List five types of graphical objects that can be inserted into a word processing document.

4. Explain the difference between relative and absolute cell references and their uses in spreadsheets.

5. Explain and compare the two most common types of databases.

6. Explain the main objects found in most databases.

