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NC Computer Skills Test Review 

Cumulative Test  # 1 STUDY GUIDE 
 

 

DATABASE 
 

1) What is a database? An organized collection of related data. 

2) Print databases that we are familiar with include: 

a. Telephone books 

b. dictionaries 

c. encyclopedias 

3) Computerized databases that we are familiar with include: 

a. Online encyclopedias 

b. Online white pages (phone book) 

4) Advantages of computerized databases: 

a. Can automatically create reports 

b. Can sort information easily 

c. Can organize information easily 

d. Data will be accurate if entered accurately 

e. Can search for wanted items easily 

f. Can filter out unwanted information easily 

5) Who uses computerized databases in the “real world”? 

a. Airlines reservations systems 

b. Grocery stores – for inventory 

c. Schools – student recordss 

6) Define the following: 

a. File: an organized collection of information (same as a database) 

b. Field: a category of information found in a database 

Example: name; address; phone nbr. etc. 

c. Entry: data that is entered into a field 

 Example: Bob; 3212 Grouse Hollow Rd.; 703-337-2401 
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7) Complete the following: 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What is a relationship? Comparison of two pieces of information using logical 

operators .  

8) What are logical operators? 

a. >= 

b. <= 

c. = 

9) What are other comparison terms to look for? 

a. At most  which means less than or equal to 

b. At least  which mean  greater than or equal to 

10) What is a SEARCH? Process of finding all records of a database that meet a 

certain rule, statement or criterion. 

11) A SEARCH may be based on a single statement or rule, or a combination of 

statements or rules joined by and, or, and and/or 

 

 

 

records 

entries 
fields 
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12) A SEARCH can also be called a  

a. query 

b. match 

Define “sort”:arranging information in a specific order (usually ascending or 

descending).  

13) What is ascending order? Method of sorting data in order from lowest to 

highest (a-z) or numerical order (0-9)  

14) What is descending order? Opposite of ascending order (z-a) or (9-1) 

15) Why do students sometimes confuse databases with spreadsheets? The look 

similar with rows and columns.  

How are spreadsheets different from databases? Spreadsheets are used for 

“what if” analysis and to perform mathematical calculations; databases are 

used to organize information  

 

 

SPREADSHEETS 
 

16) What are rows? Side by side layout of boxes – they go horizontally 

17) What are columns? Up and down layout of boxes – they go vertically 

18) What is a cell? The block created where a column and a row intersect each 

other.  

19) What is a cell address? Location of a cell on a spreadsheet (like Battleship or 

Bingo) 

20) What is the data entry bar? Bar at the top of the spreadsheet used to enter data 

into the cell that you have selected.  

21) What is a cell range? Group or block or cells in a spreadsheet. 

22) Identify the cell range below: 
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a. What is the range? B4 through D7 

b. How is it written? B4:D7 

c. What, then, tells a spreadsheet that you have selected a range? : --- colon 

23) Identify the names of the spreadsheet below: 
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24) List and define the three types of data that you can enter into a spreadsheet: 

a. Value:  Number (like in cell C7) 

b. Label:  Text (like in cell A5) 

c. Formulas: 

i. Formula:  mathematical calculations 

ii. Function: a way to write a formula that uses a range 

25) One of the main uses of spreadsheet is to forecast or predict   so …. 

26) Spreadsheets are often used to answer “what if” questions. 

Cell 

address 

Labels 

Row 

Function Column Data 

Entry Bar 

Values The answer (12) comes 

from the Function 

In the Data Entry Bar 
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27) All formulas begin with an equal sign; otherwise the spreadsheet software thinks 

you are inputting text rather than a formula. 

28) When writing a formula, the cell’s address is used instead of the value.  Why?  

If the cell’s value changes, the formula automatically recalculates the answer. 

29) What symbols are used as operators in spreadsheets? 

a. + = add 

b. - = subtract 

c. * = multiply 

d. / = divide 

30) What functions do spreadsheets use? 

a. SUM 

b. AVG 

c. MIN 

d. MAX 

e. COUNT 

31) See the following examples: 

 

 

 

 

 

 

 

 

a. What is the formula for cell E7?  =B7+C7+D7 

b. What is the function for cell E7? =SUM(B7:D7) 

c. What is the formula for cell F6? =(B6+C6+D6)/3 

d. What is the function for cell F6? =AVG(B6:D6) 

e. What is the function for cell G4? =MAX(B4:D4) 

f. What is the function for cell H7? =MIN(B7:D7) 

g. What is the function for cell I5? =COUNT(B5:D5) 
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KEYBOARDING, WORD PROCESSING, DESKTOP PUBLISHING  
 

32) What is alignment? Positioning of lines of text or a paragraph 

a. What are the different possible alignments? 

i. Aligned left 

ii. Center 

iii. Aligned right 

33) What is another term used for alignment?  justified 

34) What is a style of text that makes a letter or word darker and thicker to stand out 

in a document? bold 

35) What is COPY? To make an exact copy of information in your document, so 

you can duplicate it in another location. 

36) Which key is used to erase characters? delete 

37) What is the blinking line, box, or arrow on the computer screen that marks your 

position on the screen, showing you where any new text you type will appear, or 

where to click to activate a program? cursor 

38) What is EDIT? To make changes in a document or a presentation 

39) What is FONT? The shape and style of text 

40) Images/pictures that are created, edited, and/or published using a computer are 

called graphics 

41) What is the term for choosing part of a document by clicking a dragging over it 

with the mouse?  Highlight/Select 

42) What are the Home Row Keys?  A-S-D-F on left hand; J-K-L-; on right hand 

43) What is the page setup that permits a document to be printed in a horizontal 

position?  Landscape 

44) To set the first line of a paragraph in from the margin is to indent 

45) What is the portion of the keyboard that is set up like an adding machine or 

calculator?  Numeric Keypad.  What does it allow for?  Entering numbers and 

equations quickly on the computer. 

46) What is Page Setup?  The term in reference to the way a document is 

formatted to  print. 

47) What is the span between lines of text?  Line Spacing 
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48) To insert the last information that was cut or copied from a document is to paste 

49) Define “retrieve”:  to open a saved document 

50) To put what is on the computer screen on paper is to print 

51) What does it mean to “save”?  to store information on a floppy disk, hard 

drive, flash drive or CD for later use. 

52) How often should you save your work?  Often – to make sure your latest 

changes will be safely recorded. 

53) What does it mean to “save as”?   to save a document with a new name. 

54) What is the printed or written material that forms the main body of a document or 

file?  Text 

55) What is a thesaurus?  A feature in most word processors that suggests 

synonyms for a chosen word. 

56) What is WYSIWYG?  What You See Is What You Get – text and graphics 

shown on your screen exactly match your printouts 

57) What is Word Wrap?  When you get to the end of a line and as you continue 

typing, the text automatically moves to the next line. 

58) Define Word Processing:  using keyboarding skills to produce documents such 

as letters, reports, manuals, and newsletters. 

59) What is the default page setup that prints the document vertically? Portrait 

60) What is the difference between cut and paste? Cut removes the text that you 

have selected to place elsewhere in the document; copy creates duplicate text 

that you place elsewhere in the document. 

 

MULTIMEDIA 
 

1) What is multimedia? Any presentation or program that combines two or more 

types of media. 

 

2) What are some examples of media: 

a. Graphics 

b. Sound 

c. Video 

d. Animation 

e. Text 

 



 8 

3) What are two of the most popular forms of multimedia that students are familiar 

with?  

a. Video games 

b. Internet WEB sites 

 

4) What are examples of application software that scan be used to create multimedia 

presentations? 

a. Macromedia Flash 

b. Hyperstudio 

c. Microsoft PowerPoint 

d. OpenOffice Impress 

 

5) What is a Linear Presentation? A story or presentation where each event 

occurs in a certain order.  It has a beginning and an end, and moves in a 

straight line – either forward or backward. 
 

6) Diagram an example of a Linear Presentation: 

 

 

 

 

 

 

 

 

7) What is a Non-linear Presentation? A presentation where navigation is based 

on choices listed in a menu. 
 

8)  Diagram an example of a Non-Linear Presentation: 

 

 

 

 

 

 

 

 

 

 

 

 

9) What is a presentation? An oral report that may include audio,l text, graphics 

and the use of presentation software such as Flash, Hyperstudio, Powerpoint 

or Impress 
 

Slide 1 Slide 2 

 

Slide 3 

 

Slide 4 

 

Menu 

1. 

2. 

3, 

4, 

 

1. 
2. 

3. 4. 
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10) A graphic organizer or set of drawings used for planning a multimedia 

presentation is called a storyboard    What is included on this? All aspects of the 

presentation (graphics, sounds, content, and navigation) 
 

11) Connectors that link web pages, images, or words together and allow a viewer to 

move through a presentation are called links 

 

12) What are buttons? Similar to links, found in PowerPoint, Impress, 

HyperStudio presentation. 
 

13) What are credits? They refer to the creator and/or sources of information used 

in a multimedia presentation. 

 

14) Copying someone else’s work and claiming it as your own is called plagiarism 

 

15) What is animation? Objects or text that move during a presentation 

 

16) The following of one thing after another is called sequence 

 

17) What is a template? A master slide that has already been formatted so all the 

user needs to do is fill in the blanks. 
 

18) What is the screen view that allows the user to view, access, or rearrange slides? 

Slide Sorter 
 

19) What is a transition? An animation effect that occurs between slides 

 

20) Define “slide”: A single page or presentation in a slide show. 

 

21) What is a “Design Template”? A template that puts the same background on 

all slides in a presentation. 
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