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Identify the letter of the choice that best completes the statement or answers the question.

1. Pressing the Home key moves the cursor to _____.

A. The beginning of the current line of text

B. The beginning of the document

C. The beginning of the paragraph

D. The end of the current line of text

2. Blog is short for _____.

A. Biography

B. Web log

C. Web list

D. Bibliography

3. WiFi is short for _____.

A. Wireless Fidelity

B. Wired Frequency

C. Wireless Frequency

D. Wired Fidelity

4. Ergonomics is defined as _____.

A. Arranging the person to fit the environment

B. Arranging the environment to fit the person

C. Arranging the economy to fit the budget

D. Arranging the budget to fit the economy.

5. Computer cookies are _____.

A. Files that corrupt the computer

B. Files that add space to the computer

C. Files that clean up spam

D. Files that internet sites drop on the computer to identify it

6. DOE in job-advertising jargon is an abbreviation meaning _____.

A. Depending on education

B. Depending on ethnicity

C. Depends on experience

D. Dropping out ethically

7. When passing items around the table at an interview lunch, _____.

A. Pass to your left

B. Pass across the table

C. Pass with your dominant hand

D. Pass to your right

8. You may begin eating at an interview lunch _____.

A. As soon as you are served

B. When the person on your left begins eating

C. When the person on your right begins eating

D. When everyone at your table has been served

9. If you need to leave the table during the interview lunch, you should _____.

A. Place your napkin on your plate

B. Take your napkin with you

C. Place your napkin on your chair

D. Place your napkin on the left side of your plate

10. At an interview lunch, an important rule to remember is _____.

A. Bread plate on the right, drinks on the left

B. Go first and you have the right to choose

C. Drinks on the right, bread plate on the left

D. Wait until everyone else begins eating and use what’s left

11. It is appropriate to shake hands in a business situation when _____.

A. Leaving a business event

B. Renewing an acquaintance

C. Concluding a transaction

D. All of the above

12. Choose the correct spelling.

A. Congradulations

B. Congratulations

C. Congratulashuns

D. Congradulashuns

13. Choose the correct spelling.

A. Anticipate

B. Antisipate

C. Anticepate

D. Anticapate

14. Choose the correct spelling.

A. Absense

B. Absencse

C. Absence

D. Absince

15. Choose the correct spelling.

A. Benefited

B. Bennefited

C. Benifeted

D. Binifited

16. Choose the correct spelling.

A. Judgment

B. Judgement

C. Judgemant

D. Jugement

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

A. Verbs

B. Nouns

C. Pronouns

D. Adjectives

18. Words that join noun or pronoun objects to other words in sentences are _____.

A. Adverbs

B. Prepositions

C. Conjunctions

D. Adjectives

19. And, or, nor, and but are _____.

A. Conjunctions

B. Adverbs

C. Prepositions

D. Interjections

20. Me, us, you, and she are examples of _____.

A. Nouns

B. Pronouns

C. Adverbs

D. Adjectives

21. Quickly, sincerely, and openly are examples of _____.

A. Pronouns

B. Prepositions

C. Adverbs

D. Adjectives

22. 5 percent of what total is 4?

A. 80

B. 8

C. 800

D. 85

23. 53 is what percent of 85?

A. 624%

B. 62.4%

C. 6.24%

D. None of the above

24. What is 35 percent of 150?

A. 52.5

B. 525

C. 5.25

D. 525.5

25. Reduce to lowest terms:  50/150.

A. 1/5

B. 1/3

C. 100/300

D. None of the above

26. Change 85/6 to a mixed number.

A. 14 4/6

B. 14 3/6

C. 14 1/6

D. None of the above

27. The two-letter state abbreviation for Maine is _____.

A. MA

B. MN

C. MI

D. ME

28. When editing a word processing document, the term “stet” means _____.

A. Leave the original

B. Delete the original

C. Duplicate the original

D. Repeat the correction

29. _____ may be used to identify omitted items when quoting material.

A. Punctuation marks

B. Dashes

C. Highlight marks

D. Ellipsis marks

30. Reference initials are typed where?

A. Double space below the writer’s signature block

B. Double space below the enclosure notation

C. Single space below the enclosure notation

D. Double space below any postscript

31. The first three indexing units used for filing in records management for a federal governmental agency are _____.

A. United States (of) America

B. Federal Government (of) America

C. United States Government

D. None of the above

32. The symbol & is indexed for filing as _____.

A. Etcetera

B. Percent

C. Asterisk

D. And

33. Dr. Carol King is indexed for filing as _____.

A. Dr. Carol King

B. King Carol Dr

C. Carol King Dr

D. King Carol Dr.

34. A chart that is most effective in showing changes in a value or quantity over a period of time is a _____ chart.

A. Line

B. Scatter

C. Pie

D. Bar

35. A negative figure in a column of numbers may be designated by _____.

A. Enclosing the figure in parentheses

B. Inserting a minus sign directly to the left of the figure

C. Displaying the figure in red text

D. All of the above

36. A/an _____ is a listing of dates for departures, arrivals, meetings, appointments and reservations.

A. Agenda

B. Itinerary

C. Matrix

D. Ledger

37. _____ is the format used for presenting a graphic presentation of a company’s structure 

A. Organizational chart

B. Flow chart

C. Pie chart

D. Bar graph

38. Another name for a chronological file is a ____.

A. Pending file

B. Tickler file

C. Menu file

D. Output list

39. Written reports of board meetings are called _____.

A. Policy manuals

B. Minutes

C. Charters

D. Bylaws

40. A resume that lists the most recent job or education experience first and the remaining data in reverse chronological order is known as a _____resume.

A. Targeted

B. Portfolio

C. Functional

D. Chronological

41. Conditions of payment listed on an invoice are known as _____.

A. Percentages

B. Terms

C. Discounts

D. Dues

42. The difference between 100 percent and the discount rate is known as the _____.

A. Net amount

B. Gross amount

C. Compliment

D. Complement

43. If you have a collection of data that you wish to organize in a manner that allows access, retrieval, and use of that data, you should utilize a _____ software program.

A. Spreadsheet

B. Database

C. Word processing

D. Scheduling

44. Sending mail or messages throughout the company without leaving the company is called ______.

A. Email

B. Priority Mail

C. Intra-Office Mail

D. Express Mail

45. What electronic device is used in the office to send and receive physical documents across long distances?

A.  Scanner

B. Facsimile

C. Printer

D. Monitor

46. Company email should never be used for?

A.  Personal Use

B. External Business purposes

C. Threats or Harassment

D. All of the Above

47. If you purchased office supplies for $200, what would be the amount you would owe if you received a 20% business discount and were charged 8% sales tax?

A. $160

B. $259.20

C. $172.80

D. $200

48. How are Arabic and Roman numbers filed?

A.  Spelled out and then filed with other alphabetic entries

B. Sequentially before alphabetical characters

C. Spelled out and filed before the other alphabetic entries

D. None of the Above

49. When filing an item that begins with the word “the”, ____.

A. You would file in the “T” section for “The”

B. You would remove the word “The”.

C. You would move “The” to the end and use the second unit for filing.

D. You would switch the word “The” with the second word and file under the second word.

50. When proofreading a document, the proper marking to indicate letters should be capitalized is/are _____.

A. Three underscores under the letter

B. The word “cap” above the letters

C. Two underscores under the letter

D. Either A or B.














