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Multiple Choice


Identify the choice that best completes the statement or answers the question.
For questions 1-5 choose the correct sentence from the 2 choices given.

1.  
A.  Pam realized the art exhibit was being judged from Tuesday through friday.

B.  Pam realized the art exhibit was being judged from Tuesday through Friday.

2.  
A.  I started a new banking job in downtown Chicago on March 22, 2007.

B.  I started a new banking job in downtown Chicago on March 22 2007.

3.  
A.  My friend is going to move from 88th and Central avenue to 99th and Mayfield.

B.  My friend is going to move from 88th and Central Avenue to 99th and Mayfield.

4.  
A.  Diane and Jim made the payment of $487.10 including the 10% discount.

B.  Diane and Jim made the payment of 487.10$ including the 10% discount.

5.  
A.  I asked Mr. Jensen if the correct phone number was 888-9292. 

B.  I asked Mr. Jensen if the correct phone number was  888-9292.

6.  The most likely destination folder for incoming emails is

A. Spam

B. Inbox

C. Outbox

D. Sent mail

7.  The folder where you keep names addresses, etc. of those people you typically send email to is

A. Inbox

B. Outbox

C. Sent mail

D. Contacts

8.  To enhance the appearance of a document, which of the following could be used?

A. formatting

B. borders

C. highlighting

D. all of the above

9.  An icon that indicates an email message should be read immediately is

A. ?

B. !

C. *

D. $

10.  The destination folder for unwanted email messages or messages of unknown/unidentified origin is

A. Outbox

B. Junk email

C. Inbox

D. Sent items

11.  The icon that indicates an email message contains an attachment is

A. exclamation point

B. question mark

C. flag

D. paper clip

12.  A unique message that is automatically added to the end of an email message is a/n

A. email signature

B. auto text

C. macro

D. priority statement

13.  The term used for an email you are in the middle of working on is a/n

A. flag

B. partial

C. draft

D. sent item

14.  A list, composed of a group of contacts that are put together so you can send a message to them all at once is what kind of list?

A. distribution

B. sent mail

C. incoming mail

D. junk mail

15. Names for persons, places, things, qualities, concepts, and activities are 

A. verbs

B. adjectives

C. nouns

D. pronouns

16. The part of speech that answers the question What kind? is a/an 

A. adjective

B. adverb

C. preposition

D. conjunction

17. Me, us, you, and she are examples of 

A. nouns

B. pronouns

C. adjectives

D. adverbs

18. When you are going to deposit a check into your account, what is the best choice for endorsement type?

A. blank endorsement

B. restrictive endorsement

C. full endorsement

D. outstanding endorsement

19.  98 is what percent of 456?

A. 25%

B. 21.49%

C. 23.78%

D. .02%

20.  8% of what total is 14?

A. 175

B. 183

C. 192

D. 170

21.  A ________ graph/chart is effective in comparing values across categories and across series.

A. 3-D Column

B. Clustered Column

C. Pie

D. Bubble

22.  Cover letters and resumes that are sent to organizations that are not actively recruiting new employees are called:

A. Solicited

B. Required

C. Unsolicited

D. Unrequited

23.  Stress-related energy depletion that takes place in the working world.

A. Burnout

B. Chronic Fatigue

C. STD

D. Paranoia

24.  A detailed outline of a business trip is called an 

A. Agenda

B.
Business Plan

C.  Itinerary

D.  None of the Above

25.  The majority of promotions into management positions are made from 

A. Within the Organization

B. A Temporary Employment Service Agency

C. Relatives of the CEO

D. Replies to Newspaper Ads

26.  Any unwelcome sexual advance or requests for favors and/or verbal, physical contact of a sexual nature constitute 

A.  Gender Harassment

B.  Bullying

C.  Sexual Harassment

D.  Cultural Harassment

27.  A list of topics to be discussed at a meeting is known as a/an

A. Agenda

B. Itinerary

C. Activity List

D. Time Capsule

28.  In insurance, the person designated to receive the amount for which a policy holder is insured is known as the 

A. Recipient

B. Insured

C. Beneficiary

D. Fortunate

29.  Conditions of payment listed on an invoice are known as 

A. Discounts

B. Dues

C. Terms

D. Percentages

30.  The difference between 100% and the discount rate is known as the 

A. Compliment

B. Complement

C. Difference

D. Net amount

31.  The method of expressing a tax rate--1/10 of a cent or 1/1000 of a dollar—is known as a/an 

A. Mill

B. Assessment

C. Percentage

D. Market Value

32.  The ADA of 1990 provides that “no qualified individual with a disability shall, by reason of such disability, be excluded from participation in or be denied the benefits of the services, programs, or activities of a public entity, or be subjected to discrimination by any such entity.”  ADA stands for 

A. Americans with Disabilities Act

B. All Disabled Activists

C. American Disabled Act

D. Activities For Disabled Americans

33.  The symbols produced by the Internet counterculture in answer to e-mail being devoid of body language are called 

A. Spam

B. Icons

C. Ergonomics

D. Emoticons

34.  A plan that allows workers to vary their starting and quitting time provided they work a set number of hours a day and complete their assigned duties is known as

A. Flextime

B. Flexible Scheduling

C. Equal Opportunity Work

D. Equal Pay for Equal Work

35.  Benefits such as pensions, medical and life insurance, paid vacations and holidays, sick-leave policy, profit sharing, and tuition payments that a company offers its employees in addition to salary are known as

A. Extra Incentives

B. Overtime

C. Fringe Benefits

D. Bonus Benefits

36.  Reduce to lowest terms:  60/108.

A. 1/48

B. 1/3

C. 5/9

D. 10/18

37.  Change 27/7 to a mixed number.

A. 2 1/7

B. 3 6/7

C. 6 1/3

D. 7 ½

38.  Find the LCD of 1/6, 1/10, 1/18, and 1/21.

A. 160

B. 330

C. 630

D. 1260

39.  The graph that shows the relationship of various parts of a quantity to each other and to the whole quantity is known as a/an

A. Pie Chart

B. Line Graph

C. Pictograph

D. Bar Graph

40.  In word processing, the keying mode where the text moves to the right as you key is

A. overtype

B. insert

C. align

D. justified

41.  A spreadsheet program is most likely to be used when you want to

A. create an announcement

B. organize number values

C. create a letter, report, or table

D. create a presentation

42.  In word processing, the blinking line that shows where you will key something is the

A. cursor

B. spacer

C. shifter

D. aligner

43.  In information processing, a byte is

A. a unit of power

B. a machine for inputting data

C. a character of information

D. an on or off switch

44.  Which of the following describes the major function of the Interstate Commerce Commission?

A. To regulate common carriers engaged in interstate transportation

B. To supervise the registration of security sales on stock exchanges

C. To control rates, construction, mergers, and other activities of telephone, telegraph, and television companies

D. To regulate the fares and routes of air carriers

45.  An important source of information on the credit rating of retail businesses is

A. the Retail Merchants Association

B. the Chamber of Commerce

C. Dun and Bradstreet, Inc.

D. the National Retail Credit Association

46.  The planning, pricing, promotion, and distribution involved in getting goods or services from producers to consumers is known as

A. merchandising

B. retailing

C. wholesaling

D. marketing

47.  Which of the following statements best reflects a sound approach to teaching production work in keyboarding?

A. Extensive practice in self-selected production work in a keyboarding class should be required.

B. A positive relationship must exist between straight-copy work and production work.

C. Only one type of correction process should be introduced in a keyboarding class involved in extensive production work.

D. Production work should be practiced and completed from actual source documents obtained from businesses.

48.  The total retail market value of all the goods and services produced in a nation, usually stated in annual terms, is the

A. ratio of profit to sales

B. trade surplus

C. gross domestic product

D. consumer price index

49.  A USB flash drive is a

A. device usually used with a camera

B. convenient storage device

C. type of printer

D. a device used to create CDs

50.  Word wrap refers to the ability of a word processor to

A. confine text to a certain size paper or window

B. insert soft returns

C. help eliminate scrolling

D. all of the above













