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  1. Numbering systems
A. can use bases other than 10.           B. must all be converted to hexadecimal for use on a computer.
C. are all equally familiar to computers.      D. have been replaced in computers by EBCDIC.
E. must use only digits to represent numbers.
  2. The numbering system that represents 10 possible states is called the _____ number system.
A. hexadecimal   B. Octal   C. Decimal   D. Binary  E. tens
  3. The hexadecimal numbering system represents base
A. 16.       B. 4.       C. 8.       D. 18.       E. 800.
  4. The decimal number 22 is equivalent to the binary number
A. 10011.        B. 10110.        C. 11011.       D. 11001.       E. none of these.
  5. The binary number 1111 is equivalent to the hexadecimal number
A. A           B. B          C. D          D. E          E. F
  6. The hexadecimal number D is equivalent to the decimal number
A. 10.       B. 11.       C. 12.       D. 13.       E. 14.
  7. Each hexadecimal character represents ______ binary digits.
A. 2        B. 4        C. 6        D. 8        E. 16
  8. Adding the binary numbers 11011001 and 1011101 yields the binary number
       A. 100001001.        B. 110010111.       C. 100110110.      D. 110010101.        E. 111001000.
  9. The hexadecimal number B6 is equivalent to the decimal number
A. 345.    B. 1,006.    C. 35.    D. 182.    E. 427.
 10. The hexadecimal number EE is equivalent to the binary number
A. 00100010.    B. 11011101.    C. 11101110.   D. 001.    E. 37.
 11. A ragged-right text edge in a document is often referred to as _____ justification.
A. right    B. left    C. full    D. no    E. first
 12. Full justification means
A. text is printed ragged against the left margin while flush against the right.
B. text is printed ragged against the right margin while flush against the left.
C. text is printed ragged against both margins.         D. text is printed flush against both margins.
E. None of the above.
 13. Pressing the Enter key in word processing results in _____ return.
A. no     B. a soft     C. a hard     D. a null          E. a proportionally spaced
 14. Most word processors have a _____ feature that produces a soft return.
      A. proportional spacing       B. wordwrap       C. speedkey       D. function key        E. softkey
 15. Another name for a typeface in a specific point size is
A. key.    B. orphan.    C. microspace.   D. font.   E. monospace.
 16. The screen character that determines where text typed by a user will appear in a word-processed

       document is the
     A. mouse pointer.      B. ruler line.     C. pointing finger.     D. drop cap.        E. insertion point.
17. An author and an editor who regularly reviews the author's work would most likely benefit by having 

       the same feature on their word processors.
      A. math          B. sorting       C. presentation graphics      D. redlining          E. mail merge
 18. Creating a common document such as a fax cover sheet, calendar, or newsletter can often be most 

       quickly done by summoning
     A. the Customize dialog box.      B. the insertion point.   C. a reference shelf.     D. a clip-art library.    E. a wizard.
 19. A collection of frequently used font and formatting specifications can be saved as a file called a(n)
     A. boilerplate.       B. system flowchart.      C. style sheet.      D. WYSIWYG.         E. document.
 20. The acronym that refers to getting a document in print the same way it appears on the screen is
A. PDL.     B. GIGO.     C. EDP.    D. WYSIWYG.    E. MS-DOS.
 21. Which of the following desktop publishing hardware devices is used for inputting drawings and 

       photographs that exist as hard copy?
      A. laser printer      B. image scanner        C. mouse      D. Jaz disk           E. keyboard
 22. Prestored art images are commonly referred to as
A. clip art.         B. fonts.        C. desktop graphics.       D. cartoons.         E. paint graphics.
 23. PDL is an acronym for
      A. printer description language.    B. parsing delimiter language.     C. page description language.      

D. publishing directory language.         E. page delimiter language.
 24. Which of the following programs is primarily designed for desktop publishing applications?
A. WordPerfect   B. QuarkXPress    C. Lotus 1-2-3    D. Word    E. WordPro
 25. Today's most widely used word processing programs are
A. Word and WordStar.        B. WordStar and WordPro.
C. Word and WordPerfect.     D. Windows and WordPerfect.      E. Windows and Word.
 26. A word processor's preview feature
A. is useful for saving paper.           B. can show several pages onscreen at the same time.
C. is often used to inspect a document prior to printing it.
D. can be used to blow up the size of the document onscreen, to inspect detail.
E. all of the above.
 27. The most important feature of a spreadsheet is its ability to
        A. word process.             B. summon COBOL when necessary.         C. sort dates.
        D. integrate presentation graphics with data management.     E. recalculate cell contents quickly.
 28. The spreadsheet's window area is also called the
A. control panel.      B. status area.      C. worksheet area.     D. pane.        E. spot area.
 29. The spreadsheet's cell pointer highlights a cell in the
       A. worksheet area.    B. control panel.     C. status area.     D. display area.      E. pivot table.
 30. Related worksheets form
A. spreadsheets.   B. cells.    C. windows.    D. workbooks.      E. control panels.
 31. Which of the following is an example of a constant value?

      A. 21        B. 21.00      C. Income     D. =A1-A3    E. All of these except D

 32. Which of the following is an example of a spreadsheet constant value?
A. Income        B. Expenses         C. 27          D. Totals          E. All of these

 33. Which of the following is an example of a spreadsheet cell?
A. C         B. =A1-A2         C. SUM          D. 16,24        E. A3
 34. The condition "Age = 18," when used to extract only the records of all 18-year-old students in a 

       worksheet, is an example of a
A. sort.       B. pivot table.       C. control break.     D. subtotal.      E. filter.
 35. A worksheet like those produced in Excel can maximally contain _____ of rows and _____ of columns.
A. an unlimited number, an unlimited number          B. millions, thousands
C. thousands, hundreds          D. thousands, millions          E. hundreds, thousands
 36. You can see offscreen worksheet cells by
A. scrolling.      B. filtering.      C. sorting.      D. activating the control panel.      E. pivoting.
 37. Electronic spreadsheets are generally most useful to
A. writers.          B. product designers.      C. bank tellers.     D. managers.       E. programmers.
38. What-if analysis most directly involves taking advantage of the spreadsheet's
A. recalculation feature.      B. data distribution facility.
C. pivot-table feature.        D. graphical user interface.      E. title-freeze feature.
 39. A collection of characters such as =SUM(D31:D50) is most likely a spreadsheet
A. constant value.    B. pivot table.      C. range.       D. function.          E. template.
 40. Mixed cell referencing involves varying
A. both a row and column value together.        B. either a row or column value, but not together.
C. only a row value, never the column value.      D. only a column value, never a row value.
E. neither row nor column values.
 41. A filtering capability enables data records to be
A. sorted.      B. formatted.      C. inserted.     D. extracted.     E. moved.
 42. Combining or rearranging data in a worksheet to reflect new information is done through
A. a pivot table.         B. the use of functions.     C. a dedicated presentation graphics package.
D. the navigation bar.    E. the formula bar.
 43. Which of the following is a function?
A. 2,000        B. FINAL TAX        C. .20       D. =SUM(A1:A6)      E. =A1-A2
 44. If in cell C1 you typed the formula =B1+A1, the cell referencing involved would be
A. absolute.     B. mixed.      C. incorrect.     D. circular.     E. relative.
 45. Absolute referencing is specified with which of the following symbols?
A. @           B. $           C. %           D. A           E. #
 46. A formula such as =$A$1+$A$2 suggests
      A. relative cell references.        B. absolute cell references.   C. two values representing money are to be added.
D. a typing error has been made.      E. mixed cell references.
 47. The command option that allows copying formulas in one range of cells into another range, while 

       varying some cell references and leaving others constant, is called
A. mixed cell referencing.       B. the destination range.
C. relative cell referencing.    D. absolute cell referencing.     E. the recalculation feature.
 48. Soft-copy slides are often stored on
      A. 35-mm film.       B. overhead transparencies.    C. paper media.       D. liquid film.      E. disk.
 49. Functions can be selected through
A. the formula bar.      B. the cell pointer.  C. pivot tables.      D. the title bar.    E. the contents box.
 50. The term "explode" is most commonly used in relation to
A. bar charts.       B. text charts.      C. line charts.     D. pie charts.       E. range charts.
 51. A program that enables users to organize data into files and access those data by interrelating files is a(n)
A. integrated software package.      B. client-server program.
C. database management system.    D. file manager.    E. data warehouse.
 52. By putting data into a single occurrence of a template, a user has created a(n)
A. opening menu.   B. field.   C. record.   D. program.   E. database.
 53. A database management system will allow you to

          A. sort data.    B. delete records.    C. prepare reports.    D. add records to a file.

          E. do all of the above.

 54. A database is
A. a collection of software.        B. a collection of hardware.
C. an operating system.         D. a collection of related data.    E. usually smaller than a file.
 55. The ability to extract information from a database without the need to write a program is called
A. file management.   B. query.   C. reporting.       D. hashing.       E. parsing.
 56. Programs written in any language supported by a DBMS theoretically can use any data in the database due to
A. nonredundant storage.        B. the fact that data are linked.
C. advances in COBOL.    D. data integrity.     E. query by example (QBE).
 57. The DBMS that is most suited to PCs is the _____ structure.
A. tree                B. network       C. object-oriented     D. relational        E. hierarchical
 58. Many database systems allow users to place a temporary "lock" on certain blocks of data while they are using them to prevent
A. aliasing.                   B. unauthorized access by teenaged hackers.
C. hardware failures.     D. data mining.            E. access by other authorized users.
 59. The type of database management system least likely to need the services of a DBA to set up and use is the _____ DBMS.
A. tree              B. network        C. hierarchical      D. object-oriented       E. relational
 60. A collection of elements and procedures that interact to accomplish a goal is called a(n)
     A. systems development life cycle.    B. data flow.   C. organizational plan.     D. system.     E. workflow diagram.
 61. Systems development occurs
      A. exclusively with computerized systems.       B. with the design of both new and modified systems.
      C. with batch systems but not with online systems.     D. without top management approval.
      E. exclusively with manual systems.
 62. Many transaction processing tasks in an organization can be categorized as _____ applications.
    A. artificial intelligence      B. office automation
    C. electronic messaging    D. decision support system    E. accounting
 63. All of the following are transaction processing applications except
A. payroll.          B. inventory control.    C. accounts payable and receivable.
D. computer-aided design.      E. general ledger.
 64. Checking the stock of goods for sale is the job of a company's _____ system.
    A. payroll       B. inventory control     C. general ledger   D. accounts payable      E. accounts receivable
 65. The term "accounts receivable" refers to
A. money a company owes other companies.      B. goods and services a company owes other companies.
C. amounts owed by customers for goods purchased on credit.
D. delinquent customer accounts.                   E. paying employees for their work.
 66. A manager will receive fixed, preformatted, printed reports on a regular basis from a(n)
A. robot terminal.               B. information reporting system.
C. computer graphics terminal.   D. decision support system.     E. expert system.
 67. The part of an expert system that applies rules to data is called a(n)
      A. inference engine.     B. expert system shell.    C. knowledge base.     D. prototype.      E. vision system.
 68. An electronic calendar program is an example of a(n)
A. information reporting system.         B. CAD system.
C. desk accessory.          D. DSS.        E. document processing system.
 69. The data part of an expert system is known as its
A. inference engine.         B. knowledge base.     C. shell.          D. GDSS.        E. EIS.
 70. The biggest benefit to teleconferencing is
A. saving travel costs.   B. cutting labor costs.       C. eliminating the need for GDSSs.
D. quickly bringing together company expertise to solve problems.
E. the realization of the paperless office.
 71. Electronic messaging is best classified under which of the following acronyms?
A. EIS    B. CAD    C. PIM     D. OA     E. CAM
72. DSS, GDSS, and EIS all refer to the use of computers in the area(s) of
A. decision support.               B. artificial intelligence.
C. design and manufacturing.       D. document processing.       E. telecommuting.
 73. All of the following are branches of artificial intelligence except
      A. vision systems.    B. expert systems.    C. natural languages.    D. multimedia systems.     E. robotics.
 74. A steering committee normally is involved with
A. the technical details of systems development.           B. programmer functions.
C. interviewing users when the systems analyst is pressed for time.
D. the overall direction of systems development.
E. none of the above.
 75. The process of contracting systems development activities to an outside firm is known as
A. end-user systems development.     B. top-down systems development.
C. outsourcing.      D. re-engineering.       E. prototyping.
 76. The first phase of the systems development life cycle is
A. systems analysts.         B. system implementation.
C. the preliminary investigation.        D. system acquisition.       E. system design.
 77. A company determines that it needs a new system during which phase of the systems development life cycle?
A. systems analysis         B. system implementation
C. system acquisition      D. system design      E. maintenance
 78. The request for proposal (RFP) is prepared as part of the _____ phase of systems development.
A. preliminary investigation        B. systems analysis
C. systems implementation         D. system acquisition       E. system design
 79. The request for quotation (RFQ) is prepared by _____ and sent to _____.
     A. vendors, user organizations         B. systems analysts, users
     C. systems analysts, programmers       D. user organizations, vendors      E. systems analysts, management
 80. A vendor rating system is a tool that can be employed usefully during the __ phase of the systems development life cycle.
A. system design    B. systems analysis    C. system implementation
D. system maintenance      E. system acquisition
 81. Many large organizations have discovered that ______of their software costs are spent on maintaining existing programs.
    A. virtually none     B. about 5 percent    C. about 10 percent     D. about 25 percent     E. more than 50 percent
 82. The people who work with users to assess their needs and design the necessary procedures and software 

        to meet those needs are called
A. maintenance programmers.        B. backup programmers.
C. systems analysts.               D. interactive personnel.          E. chief programmers.
 83. Which of the following is most likely to be true of a large program the first time it is run?
      A. If it runs, no one will be able to understand the output produced.
      B. Program development is now complete.       C. Documentation should begin now.     D. It will contain errors.
      E. The programmer's job will stand or fall on the first outputs produced.
 84. The program design tool that represents the steps a program will follow as a series of geometrically shaped 

        boxes connected by arrows is
     A. the flowchart.    B. pseudocode.   C. the structure chart.    D. the program chart.    E. none of these.
 85. A program that converts a program in one language into a program of another language is called a(n)
       A. compiler.     B. applications package.     C. assembler.     D. data dictionary.    E. code generator.
 86. A(n) _____ data dictionary is used for online program development.
A. active     B. structured     C. third-generation     D. passive       E. peripheral
 87. Documentation should be provided for
    A. developers.    B. users.    C. equipment operators.   D. all key applications.    E. all of these.
 88. Documentation should be done
A. after the first phase of program development is complete.
B. only after the debugging phase of program development.
C. only during the design phase of program development.
D. between the design and testing phases of program development.
E. as part of every phase in program development.
 89. The writing of narrative materials telling how programs work for people such as users, developers, 

       and equipment operators is called
A. testing.  B. analysis.  C. documentation.  D. debugging.  E. design.
 90. Structure charts
A. show, step by step, how a program will work as it is being executed.
B. use Englishlike statements that resemble actual program code.
C. show how a program is organized.
D. are not appropriate for a language such as COBOL.
E. are identical to flowcharts.
 91. The stage of applications software development that includes the creation of such tools as program flowcharts, 

       pseudocode, and structure charts is
A. maintenance.  B. design.  C. coding.  D. debugging.  E. testing.
 92. When programmers violate the rules of a programming language, _____ errors result.
A. run-time   B. syntax   C. logic   D. alpha   E. beta
 93. The rectangular symbol on a flowchart is the _____ symbol.
A. start/stop       B. decision      C. processing      D. connector        E. input/output
 94. The connector symbol can be used
A. to direct processing back to the start symbol.
B. to provide a logical point on a flowchart for flow lines to meet.
C. to avoid writing flowcharts.
D. effectively in decision tables.
E. effectively to avoid having to deal with the one-entry-point/one-exit-point rule.
 95. The control structure used to represent a single condition having two possible outcomes is
A. looping.      B. selection.      C. case.      D. sequence.      E. iteration.
 96. Another name for the selection control structure is
A. DOWHILE.         B. sequence.        C. looping.      D. IF-THEN-ELSE.     E. DOUNTIL.
 97. Another name for the iteration control structure is
A. looping.        B. sequence.       C. selection.       D. IF-THEN-ELSE.      E. case.
 98. An alternative to the flowchart that uses Englishlike statements is
    A. reusable code.      B. iteration.     C. pseudocode.    D. structure charts.     E. information analysts.
 99. The two pseudocode keywords BEGIN and END are used to start and end a(n) _____ control structure.
A. selection        B. sequence       C. IF-THEN-ELSE      D. looping          E. iteration
100. In pseudocoding, the looping operation is terminated by the keyword
A. ENDLOOP.   B. STOP.   C. ENDDO.   D. END.   E. TERMINATE.
101. The amount of programming expertise required is lowest for
      A. 4GLs.     B. machine languages.     C. assembly languages.   D. procedural languages.    E. COBOL.
102. FORTRAN and COBOL are examples of
A. declarative languages.        B. high-level languages.
C. fourth-generation languages.  D. very-high-level languages.     E. low-level languages.
103. Of those listed, the language most like assembly language is
A. BASIC.       B. FORTRAN.      C. C.       D. Pascal.     E. HTML.
104. Which of the following companies is not primarily a manufacturer of computer hardware?
A. IBM       B. Microsoft      C. Packard-Bell     D. Compaq      E. Hewlett-Packard
105. Which of the following companies is best known for producing PC-compatible system units?
A. Apple        B. Microsoft        C. Motorola        D. Compaq         E. Corel
106. Which of the following companies is famous for creating Windows?
      A. Microsoft    B. Borland International     C. WordPerfect     D. Toshiba      E. Computer Associates
107. Which of the following companies own the firm that produces Lotus Notes and Lotus SmartSuite?
A. Microsoft      B. IBM      C. Intel      D. Corel      E. Computer Associates
108. CompUSA is a good example of a
A. Wal-Mart lookalike.
B. department store chain, like Sears, that sell computer-related items along with housewares.
B. software publisher.        D. computer-store chain.         E. hardware manufacturer.
109. Which of the following is generally not an advantage of computer stores?
A. service and repair support         B. low prices      C. resolving problems with equipment
D. trained salespeople available to answer questions
E. trying out hardware and software before purchase
110. The term "functionality" generally refers to
A. how a product uses function keys.      B. the product's mathematical, statistical, and financial functions.
C. what a product does.                     D. whether the product is available on disk or on tape.
E. how a product uses RAM.
111. Which of the following is most typical for the length of a lease on a PC?
A. 3 months   B. 6 months   C. 1 year   D. 2-3 years   E. 5 years
112. A minor upgrade of a software product is called a(n)
A. version.   B. release.   C. VAR.   D. run installation.      E. custom installation.
113. Saving a file in WordPerfect 5.1 format while using WordPerfect version 9 illustrates the latter's
A. incremental backup feature.     B. troubleshooting feature.
C. cross compatibility.            D. upward compatibility.      E. downward compatibility.
114. Muscular and visual problems associated with using display devices is a matter of
A. ethics.        B. computer crime.        C. ergonomics.      D. privacy.       E. cryptography.
115. Much computer crime is discovered
A. before the crime itself actually is committed.   B. by trapdoors.

B. C. while superzapping.          D. accidentally.        E. by spoofing.
116. Laws that address computer crime
A. address only break-ins to government computers.        B. exist in most states.
C. do not exist in any state; all such laws are addressed on a federal level.
D. are not subject to controversy.              E. are forbidden by the Electronics Act of 1975.
117. Computer crime is hard to pin down because
A. it is not clear whether some unauthorized acts are crimes.
B. judges and juries are often ignorant of technical issues involving computers.
C. much computer crime is undiscovered.       D. much computer crime is unreported.
E. all of the above.
118. Shaving off small dollar amounts in numerous, randomly selected accounts and posting them to another 

        account is a computer crime known as
       A. data diddling.     B. spamming.    C. spoofing.   D. the salami technique.     E. post-pandreal aggregating.
119. When a law against computer crime exists and a computer crime allegedly has been committed,
A. conviction will be swift.
B. it may be difficult to prove that the crime was actually committed by the person who allegedly committed it.
C. expert technical juries generally are employed.
D. the company involved will always be eager to press charges.
E. excellent advertising can be provided by the court case.
120. Which of the following does not refer to a computer crime technique?
     A. Trojan horse technique       B. spoofing     C. computer virus       D. encryption       E. data diddling
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