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Part I: Multiple Choice: Number your answer booklet from 1-10 and write the letter of the best answer. [10]
1. Which type of application program has the most flexible table formatting features? D
a. database

b. presentation

c. spreadsheet

d. word processing

2. Which of the following is not a good tool for organising text into columns? A
a. spaces

b. spreadsheet

c. table


d. tabs

3. Which of these commands is not normally found in the File menu of applications? A
a. copy


b. new


c. open


d. page setup

4. Which shortcut key is used to undo an action? D
a. Ctrl-U

b. Ctrl-V

c. Ctrl-X

d. Ctrl-Z

5. Which toolbar contains a text box and WordArt? A 


a. drawing

b. formatting

c. standard

d. tables and borders

6. Which of the following cannot be set using the ruler in a word processor? A
a. line spacing

b. margins

c. paragraph indents
d. tab stops

7. Which task do users perform least frequently using a word processor? A
a. calculating

b. editing

c. formatting

d. writing

8. “IF” is what type of spreadsheet function? B
a. financial

b. logical

c. mathematical
d. statistical

9. The formula =max(c2:c10)-min(c2:c10) does not contain a(n) B
a. cell reference
b. constant

c. function

d. operator

10. Which spreadsheet menu normally contains the sort command? A

a. Data


b. Edit


c. File


d. Format



Part II: Completion: Number your answer booklet from 1-20 and write one or more words that best complete the sentence. [20]

1. A(n) _______________ template is a frequently used format for starting a document, e.g. a fax form, newsletter or report.

2. A(n) _______________ wizard helps users with complex tasks by asking a series of questions or presenting a series of steps to complete or forms to fill in. Next, back and finish buttons appear.

3. Before you print a document you should use _______________ print preview to verify that the document will print as you expect. This can save a lot of paper.

4. The _______________ edit menu is useful for changing the content (text) of a document.

5. The _______________ paste button is used to move text after cutting text and moving the cursor.

6. The _______________ margins are the spaces between the text and the edges of the page of a document.

7. A(n) _______________ caption is an explanation that appears at the top or bottom of a picture or table.

8. To indent the first line of a paragraph, position the cursor at the beginning of the line and press the _______________ tab key.

9. The  _______________ alignment of a cell positions text within the cell (left, centre, right, top, or bottom).

10. The _______________ spelling and grammar button helps to find and correct typographical and punctuation errors.

11. The _______________ autosum button provides a quick way to add a list of numbers in Excel.

12. _______________ pmt, rate, irr, db, sln, syd, pv, fv, npv, or nper is an example of a financial function in Excel.

13. The formula _______________ =average(f4:f12) finds the average of the numbers in cells F4 through F12.

14. The formula _______________ =or(“male”,”female”) tests whether cell J9 contains “male” or “female”.

15. The formula _______________ =sum(sheet1:sheet5!r6) adds cells R6 on sheets sheet1 through sheet5.

16. The _______________ F4 or $ key is used for creating an absolute cell reference in a spreadsheet.

17. In order to quickly insert all weekday or month names into adjacent cells, you can select fill _______________ series from the Edit menu.

18. To copy a cell value or formula to adjacent cells, you can drag the fill _______________ handle.

19. The use of information technology to implement major changes and cost savings in an organization's structure is known as _______________ (business process) reengineering.

20. An organization suffers from _______________ information overload when it is overwhelmed with more information than it can effectively or efficiently use.

Part III: Definition

A. Define any five of these MIS terms. Clearly show your choices. [10]
automation, The replacement of human workers by machines

enterprise analysis, The analysis of organisational information requirements
expert system, A program that works with knowledge and relies on a database of if-then rules to draw inferences, in much the way a human expert does

feasibility, The study of whether a proposed system can be implemented and meet requirements

management information system, A computer-based system that supports the information needs of management, or A purposefully designed system that brings equipment, procedures, and people together to manage information important to an organization's mission

pilot study, In the development of an information system, the institution of the new system in only one part of an organization. When that portion of the organization is satisfied with the system, the rest of the organization then starts using it.

total quality management, Assuring that everyone in the organisation is responsible for quality

transaction, An exchange of goods, services or funds
B. Define any five of these computer applications terms. Clearly show your choices. [10]
bullet, A filled disc or other graphic character to mark an item in an unordered list

cell, In a spreadsheet, a rectangle formed by the intersection of a row and a column in which you enter information in the form of text (a label) or numbers (a value).

database report, Formatted output of a database program, often the result of queries, for viewing a summary of data on screen or printing 

font, A set of characters that has a name (such as Times Roman) and a distinctive design or formatting

header, A space for text that appears at the top of every page of a document

range, In a spreadsheet, a rectangular group of cells treated as a unit for a given operation, and named by the cell references of the upper left and lower right corners

subscript, A character formatting option that places characters below the line

symbol, A printable, non-alphanumeric character that can be inserted without using the keyboard

zoom, A menu that changes the size and scale of the document when viewed on screen but does not affect the printed output
Part IV: Short Answer

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

1. List and explain five criteria used to determine if information has value for an organisation.

Accessible
(quick and easy to find)

Accurate
(garbage in, garbage out)

Complete
(nothing important is missing)

Cost Effective
(info. value > info. cost)

Meaningful 
(relevant to recipient, task)

Organized 
(arranged to suit user)

Reliable
(available every time needed)

Secure
(inaccessible if unauthorized)

Simple
(easy to understand/use)

Timely
(available when needed)

Useful
(used for decision making)

Verifiable
(user can confirm if needed)

2. What categories of employees work with knowledge and information, and in what ways?

Knowledge workers
Create new knowledge and information (e.g. scientists, engineers, authors)

Data workers
Process, capture, codify, distribute, share existing information (e.g. secretaries)

Managers
Make decisions, plan, organise, lead, control (e.g. senior, middle, operational)

3. Explain the types of documents that are commonly produced during information systems development.

Project proposal
Description of a proposed information system project

Needs analysis
An analysis of the informational needs of an organisation

Feasibility study
Whether a proposed system can be implemented and meet needs

Requirements specs
Description of system requirements

System proposal
Description of a system to meet requirements specification

Design specifications
The structure and development methods of a proposed system

Program specs and code
Source code and related documentation 

User documentation
Instruction manuals for using the system

Test plan and report
Plans of how to test the system; whether the system meets requirements

Audits, evaluation reports
Study of the system after it has been implemented

4. Describe the design stage of information systems development.

Blueprint, plan or model of structure

Logical design
Abstract, general, business

Physical design
Concrete, specific, technical

Driven by user info. requirements
Users should be involved in design process

5. Describe the development stage of information systems development.

Structured design and programming:
Flowcharts, data flow diagrams, 


Object-oriented software development, 


Computer-aided software engineering

Prototyping:
Small-scale working version of system

Rapid Application Development:
Ways to develop systems very quickly

6. Describe the testing stage of information systems development.

Verify that desired results are produced: Test plan specifies which tests are needed

Unit testing: 
Test each program unit separately

System testing: 
Test system as a whole if it works together

Acceptance testing: 
Final tests that the system is acceptable
B. Answer any five of these computer applications questions. Clearly show your choices. [25]

1. Explain the help features of common application programs.

Office Assistant:
an animated character to provide user-friendly tips and questions

What’s This (?):
provides a description of any interface item clicked

Contents:
a book-like logical hierarchy of help information 

Index:
an alphabetical list of topics

Search:
user types keyword(s) or a question and related topics are displayed

Help menu:
information about the application and all above features

Internet help:
link to company web site for more information

2. Explain five categories of formatting operations that can be performed using word processors.

Font:
font, style, size, colour, underline, effects, character spacing

Paragraph:
alignment, indentation, line spacing

Bullets and Numbering:
ordered or unordered, outline, bullet character

Borders and Shading: 
style, colour, width

Style:
name, attributes 

Object-specific options: 
columns, tables, pictures

3. Explain the sorting options of applications.

Sort by paragraphs or fields

Sort by more than one field by choosing the order

Sort type can be text, number, date or 

Sort order can be ascending or descending

List may have header row

4. Explain the structure and main parts of a workbook in a spreadsheet program.

A workbook is a spreadsheet file (Excel files have an extension .xls or .xlt)

A workbook contains one or more worksheets

Each worksheet has a named tab which identifies it

Each worksheet is composed of a table of cells

Each cell has a row number and column letter

Each cell contains a value or formula

A formula is composed of functions, operators and constants

5. List and sketch five different types of charts or graphs that can be produced in spreadsheet programs.

Column: 
vertical bars (rectangles)

Bar: 
horizontal bars

Line: 
connected dots

Pie: 
circle divided into sections

Scatter (XY):
points with X and Y values

Area: 
solid fill beneath lines

Doughnut: 
pies with holes in the middle

6. How can spreadsheets be a valuable tool for business decision-making?

Calculation:
rapid and concise summation of large amounts of data

Recalculation:
formula results quickly change when the original data is changed

Forecasting:
assumptions can be used to predict results

Scenarios:
“what if” analysis can compare outcomes for more than one set of assumptions

Visualisation:
powerful graphing and charting features display data graphically/visually

7. Explain the relationship between databases, files, tables, fields and records.

A database can be stored in one or more files and has related tools.

A file is a collection of related data and can store one or more database tables.

A table holds raw data and is arranged in rows and columns.

Each table row is a record and stores information about a single object.

Each table column is a field and provides one fact about an object.

8. Explain five goals of database systems.

Data integrity
Data is valid, in an acceptable range

Data independence
Data useable by more than one system

Data redundancy
Do not enter/store data more than once

Data security
Avoid data loss or unauthorised access

Data maintenance
Procedures to add/update/delete info.
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