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Multiple Choice:

1. The following tasks are all performed by productivity software EXCEPT:

A. word processing.

B. peripheral device management.

C. personal information management.

D. spreadsheet modeling.

2. The following are all ways of formatting your word processing document EXCEPT:

A. password protecting the file.

B. selecting font sizes and styles.

C. setting margins.

D. inserting bullets or numbered lists.

3. To save an existing file to a new location, you should use the ____________ command.

A. Save

B. Save and Replace

C. New File

D. Save As

4. In a spreadsheet, the intersection between a column and a row is called a(n):

A. intersect box.

B. address.

C. cell.

D. worksheet.

5. The primary benefit of using spreadsheet software is its:  
A. expense tracking capabilities.
B. ability to perform “what-if” analysis.
C. automatic recalculation feature.
D. ability to create graphical charts.
6. Slide layouts and design templates are features of ____________ software.

A. spreadsheet

B. database

C. presentation

D. word processing 

7. Which of the following is NOT a way to view your slides when using Microsoft PowerPoint?
A. Slide Coordinator
B. Notes
C. Normal
D. Slide Sorter
8. Lotus Organizer and Microsoft Outlook are examples of ____________ software.

A. analytical

B. database

C. presentation

D. PIM 

9. For which of the following tasks would PIM software be most useful?

A. Drafting a memo

B. Maintaining a schedule

C. Calculating a budget

D. Keeping track of recipes

10. A(n) ____________ is a small program used to automate a series of commands used for a routine task.
A. template

B. macro

C. utility

D. wizard

11. Software providers who develop many productivity tools may also provide stripped-down versions that combine the simpler features of these tools bundled together into a(n):

A. software suite.

B. personal information manager.

C. integrated software application.

D. limited software edition.

12. Microsoft Office is an example of a(n):

A. software suite.

B. open-source product.

C. free-ware.

D. business-management application.

13. Individuals who want software to assist in automated checkbook balancing and bill paying for their personal bank and credit card accounts will likely use which of the following software products?

A. Microsoft Project

B. Word
C. Acrobat

D. Quicken 

14. Custom software, developed to address the specific needs of a company, is known as ____________ software.
A. developmental
B. privately-owned
C. copyrighted
D. proprietary
15. The category of software most appropriate for controlling the design and layout of complex documents like newsletters and brochures is:

A. word processing.

B. computer-aided design.

C. Web page authoring.

D. desktop publishing. 

16. ____________ is an example of an image-editing program, possibly included with your digital camera, that can be used to modify digital images.
A. PhotoShop
B. Visio

C. Dreamweaver

D. TurboCad 

17. CAD software is most likely to be used by:

A. Web designers.

B. engineers.

C. project managers.

D. magazine editors. 

18. Adobe Premiere has a number of tools and special effects, and is an example of ____________ software.

A. Web page authoring

B. computer-aided design

C. painting

D. digital video-editing 

19. WebCT and Blackboard are two popular software products for:

A. word processing.

B. Web-based course management.

C. group communications.

D. multimedia entertainment. 

20. Which of the following software products is considered a type of reference software?

A. Encarta

B. WebCT

C. FrontPage

D. QuickTime 

21. The general category of software that enables people in different locations to work together on common projects is called:

A. project management software.

B. virtual reality.

C. groupware.

D. videoconferencing. 

22. Which of the following would you use to quickly find answers to the questions asked by most users?

A. The Office Assistant

B. The company’s Knowledge Base

C. The program’s Help index

D. The company’s FAQ site

23. Software that you can use for a trial period before paying for it is called:

A. freeware.

B. beta software.

C. shareware.

D. standard software. 

24. In most instances, when you insert a CD containing a new software application into your computer, the ____________ opens automatically.
A. Control Panel
B. installation wizard
C. download manager
D. Add/Remove Programs icon
Answer: B
Reference: Installing/Uninstalling and Opening Software
Difficulty: Easy
25. When available, the best way to remove an unwanted software application is to:

A. use the Uninstall Program icon.

B. change the name of the program.

C. highlight and delete the program’s desktop icon.

D. locate the program’s .exe file and delete it.
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