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Chapter 1: Concepts of Data Processing

1. ______ is the singular form of data.

2. ______ denotes a simple numeric character 0, 1, 2, ……..9.

3. ______ indicates a compilation of related data records maintained in some pre arranged order.

4. ______ is the restructuring or reordering of data.

5. ______ is the transcribing of data into a permanent form.

6. ______ is the arrangement of data in some order.

7. ______ involves consolidating data emphasizing main points.

8. ______ is the ultimate step of all data processing activities.

9. ______ is defined as a group of interrelated components that seek to attain a common goal by accepting inputs and processing output.

10. The other name for unit Record Method is ______.

11. ____ can be defined as an electronic data processing device capable of receiving input, storing instructions, for solving problems and generating output with speed and accuracy.

12. ______ computers process data input in a continuous form.

13. _______ proposed to IBM that a machine could be constructed which would automatically sequence the operations and calculations.

14. The first super computer was made by Burroughs was ______.

15. Super computers can process ____ number of bits and a time.

16. CPU’s used for workstations are based on different architecture, called _____

17. ______ are copies of currently used master files kept in the computer library.

18. The arrangement of data or transactions is ascending or descending order is called _______.

19. Binary number system uses only two digits _____ and ______.

20. Using 9 Bits, one can represent _____ number of unique characters.

21. _____ is a positional system.

22. _____ Coordinates various parts of computer system and controls the flow of data.

23. An 8-bit code that represents an extension of a 6-bits “BCD” is ____.

24. BCD System uses ____ bits to represent a decimal digit.

25. _____ is used to provide a check on the integrity of data representation.

26. _____ bytes can be stored in the primary storage unit of 40K computer.

27. Every computer comes with certain amount of physical memory, usually referred to as ___ or ___.

28. _____ is a compilation of related data records maintained in some pre-arranged order.

29. _____ method of data processing is practical for small to medium sized business firms.

30. _____ is the smallest unit of data that can be handled by CPU.

31. _____ was the first general purpose electrical computer available in the first generation era.

32. _____ are copies of currently used master files kept in the computer library as a measure of security.

33. Each storage cell in the computer is associated with a unique ______.

34. _____ computer is made of both analog and digital components.

35. The number of bits that a computer can process at a time in parallel is called its ______.

36. ____ and ____ are two engineering advances through which the fifth generation computers are different than other generation computers.

37. The Zone bits of alphabetic characters in 6-bit BCD code are _____.

38. ___ is simply an input/output device that is attached to a mainframe computer.

Chapter 2: Anatomy of computers

1. _____ consists of programs, operating system and the data that reside in the memory and storage devices.

2. _____ is the speed at which processor executes instructions.

3. Some micro processors are _____, which means that they can execute more than one instruction at a time.

4. To ensure proper data flow through, CPU includes a kind of _____ mechanism.

5. The most powerful member of Intel family of microprocessors is _____ .

6. Pentium pro processor contains of _____ transistors.

7. A maze of golden electric circuits etched on both sides of the motherboard is called _____.

8. Intel designed _____ bus specifically to make it easier to integrate new data types such as audio, video and graphics.

9. _____ type of memory chips are used in Arithmetic Logic unit and high speed buffer storage sections of CPU. 

10. _____ technology is used in the main memory section.

11. _____ is the most common type of main memory.

12. _____ is used mainly is a special are of memory called cache.

13. Data can be loaded onto PROM using _____.

14.  _____ is an electrical path that connects the CPU, memory, and the other hardware devices on the motherboard.

15. Every computer comes with certain amount of physical memory, usually referred to as ____.

16. The time at which the computer is not available for processing is called _____.

17. The control unit of a computer obtains _____ from main memory, interprets them and decides the action to be taken.

18. _____ computers process data, input in a continuous form.

19. _____ is a high speed memory capable of keeping up with the CPU

20. Semi conductor devices provide _____ storage.

21. _____ is a volatile memory.

22. Temporary storage areas within the CPU are called _____.

23. _____ RAM retains the stored data as long as the power remains on.

24. _____ is a register which accumulates the results of arithmetic or logic operations.

25. ____ storage chips have no moving parts, and they provide nonvolatile direct-access storage of data.

26. Data are loaded from secondary memory to RAM in a _____ read process.

27. _____ is a hardware device that allows a series of bits to be transferred for data input and output.

28. _____ acts as the system’s expressway and transmits data between various components on the motherboard.

29. _____ stores pre-written routines that enable several devices to share communication line.

30. _____ is located on the motherboard to power CMOS as well as BIOS.

31. _____ is a dedicated slot meant to provide faster access to AGP based graphic accelerator cards.

Chapter 3: Computer Input Media & Devices

1. _____ refers to equipments in computer based system.

2. In large system computing ____ terminals were used.

3. The philosophy of _____ is that a computer should be readily available to an individual to perform work at any time.

4. In _____ system, individuals do their own work on personal computers but are linked to other computers.

5. _____ permits rapid entry of numeric data entry.

6. _____ is a small box, from the bottom of which protrudes a small ball bearing.

7. Touch screens are widely used in _____.

8. Light pen is a _____ device.

9. _____ is an input/output deice that provides for data entry and information exit but has no additional capability.

10. Images are formed on mointor’s screen by a card called _____.

11. Graphics are displayed on screen by using a technique called _____

12. _____ is a pointing device that works like an upside down mouse.

13. _____ and _____ are the 2 popular technologies under flat panel displays.

14. _____ is an intermediary device between CPU and monitor.

15. _____ system comprises of several keying stations, a mini-processor, magnetic unit and a supervisory console.

16. MICR is primarily used in _____.

17. OCR is based on the technology of _____.

18. OMRs are commonly used for _____.

19. Many companies that use _____ technology are making significant progress towards paperless offices.

20. _____ is part of a computer system that is used for communication between operators and the computer, usually by means of displays and manual control.

21. An _____ has inbuilt processing capability.

22. List of user options in GUI system is called _____.

23. _____ mouse uses a light bean instead of a rotating ball to detect movement across a specially patterned mouse pad.

24. _____ refers to entry of data directly into computers through machine readable source documents.

25. _____ is an input device used mostly for computer games.

26. _____ recognition refers to branch of computer science that involves reading text from paper and translating the images into a form that a computer can manipulate.

27. _____ is an input device that can read text or illustrations printed on paper and translate the information into a form that a computer can use.

28. _____ monitors are used for text-only displays where the user does not need to view colour graphics.

29. The _____ of a device is determined by the number of pixels used to form characters and images.

30. Terminals linked to the computer system by a direct cable are known as _____.

31. An_____ terminal has in built processing capability.

32. OCR eliminates the time consuming step of _____.
Chapter 4: Computer Output

1. _____ provides permanent visual record of the data output from the computer to the user.

2. Printers can be broadly classified into _____ and ______.

3. Regardless of the type of character generation, ____ printers print one character at a time.

4. Dot Matrix Printers were developed in early _____.

5. In case of _____ printer, pins are formed into the shape of a character and pressed against an inked ribbon.

6. The 2 most commonly found matrices of pins in Dot Matrix printers are _____ and _____.

7. _____ is a moulded metal or plastic disc shaped printing element.

8. _____ printers allow users to change the typeface elements quickly.

9. Solid ink jet printers are also known as _____.

10. In case of chain printers, the chain consists of a complement of 48 numbers, alphabets, special symbols cast on _____ no. of times.

11. DPI stands for _____.

12. The speed of a Dot Matrix Printer is measured in terms of _____.

13. A Non impact printer forms character by _____ or _____ means.

14. In case of Thermal printer, when the pins touch the paper, the area heated by the pins changes colour, usually to _____ or _____.

15. In case of colour printers the 3 primary colours used are _____.

16. _____ printers use ink cartridges from which they spray ink onto the paper.

17. _____ printers use solid ink sticks that are melted into a reservoir & sprayed in precisely controlled drops onto the page.

18. The most commonly used laser printers have resolution of _____ .

19. _____ reduces characters 24, 42 or 48 times smaller than would be produced from a printer.

20. Information in COM is recorded on _____ or _____.

21. A microfiche is cut into the size of _____ sheet.

22. Each microfiche can store upto _____ page sized images.


23. The most complicated part of a sound output system is ______.

24. The two types of plotters are _____ and _____.

25. Plotters are now increasingly used in applications like _____.

26. Printers which utilize some form of striking device to transfer ink from an inked ribbon onto the paper being printed to form images or characters is called _____ .

27. Laser printers come under the category of _____ printers.

28. Line printers come under the category of _____ printers.

29. A printout on a paper is also known as _____ copy.

30. Daisywheel and dot-matrix printers are _____ type of printers with regard to its character generation method.

31. _____ are computer graphics device that use either drum or flatbed paper.

32. A plotter can be connected to a PC through _____ port.

33. Some organisation use _____ response system that directly respond to human inquiries that are transmitted to a central computer over telephone lines.

34. _____ printers are nearly obsolete.

35. _____ translates digital sounds into electric current that is sent to the speakers.

36. _____ is composed of charged particles of ink that are fixed to the paper in a laser printer.

Chapter 5: Auxiliary Storage Devices

1. Magnetic tapes provide _____ type of access to data.

2. Floppy discs were first invented by _____ in _____.

3. The first floppy disk was ____ inches in diameter.

4. 5.25” diskette will be encased in a flexible _____.

5. Floppy diskettes spin at around _____ R.P.M.

6. The process of mapping a diskette is called _____.

7. _____ is the smallest unit with which any drive can work.

8. _____ refers to number of bits that can be recorded on a diskette in one inch circumference of the innermost track.

9. _____ is a small program that runs when the computer is started.

10. The part of the disk that remains free after book sector, FAT and root folder have been created is called _____.

11. In hard disc, original data is automatically erased when new updated record is being deposited in its place. This is called _____.

12. The process by which computer pulls itself by its bootstraps is called _____.

13. _____ disks and drives attempt to combine the speed and capacity of a hard disk with portability of a diskette.

14. _____ hard disks allow the user to remove a hard disk and insert another while the computer is still on.

15. In optical discs, the read/write head is replaced by _____.

16. Magnetic discs offer _____ type of access of data.

17. CR-Rewritable was invented by _____.

18. _____ integrate optical and magnetic disk technology to enable read-writer storage.

19. The two types of auxiliary storage device are _____ and _____ .

20. Placing several records into one larger record is called _____.

21. Once the data has been written on to the _____, it can only be read, not be updated or changed.

22. The time taken for Read-Write head to move to the correct tract on the magnetic disk is called _____. 

23. There are two types auxiliary storage devices, namely _____ and _____.

Chapter 6: Software

1. _____ refers to means of controlling computer equipment.

2. _____ includes those     programs that control and support the computer system and its data processing applications.

3. _____ is used in writing programs to direct processing steps to be carried out by a computer.

4. Each programming language will have some specific standards and rules called _____ .

5. The only language which a computer can understand without translation is called _____.

6. The other name for Assembler language is_____ 

7. In Assembler languages, translation was done by a special program called_____.

8. Compiler languages are also known as _____.

9. Production oriented 4th generation languages are used by _____.

10. User oriented 4th generation languages are used by _____.

11. _____ is a predefined set of program code that, after having been written and tested, will always behave the same way, so that it can be used for other applications.

12. _____ are designed to optimized man machine capabilities.

13. _____ can keep track of the amount of time used by each user.

14. The type of OS routines that are occasionally used are called _____.

15. In most operating systems, a file name consists of 2 pats _____ & _____ .

16. In a file name, prefix is separated from suffix by _____ or _____.

17. _____ is the most commonly used operating system on IBM mainframes.

18. _____ is defined as execution of 2 or more programs that all reside in primary storage.

19. _____ refers to the operating ability to execute 2 or more tasks of a single user concurrently.

20. _____ refers to the use of 2 or more central processing units, linked together, to perform coordinated work simultaneously.

21. The other name of multiprocessing is _____.

22. _____ is a subset of instructions the appear over and again in the program or finds applications in several programs.

23. _____ programs are system programs that perform general system support tasks.

24. _____ programs allow user to copy the entire contents of one diskette to another diskette.

25. _____ programs allow a user to copy just one file or group of files.

26. _____ programs allow a user to view the names of data and program files which are stored on a disk/diskette.

27. _____ translates the entire program into machine language before the program is executed.

28. The program submitted for compilation is called _____

29. _____ refers to a computer system’s ability to support more than one process (program) at the same time.

30. The actual machinery in a computer is called _____ and the instructions and data are called ____.

31. _____ allows more than one program to run concurrently.

32. _____ converts source code to machine code and executes immediately, statement by statement.

33. The set of instructions which controls all operations of the computer is called _____.

34. The interleaved execution of two or more different and independent programs by he CPU of the computer is called _____.

35. Some of the fundamental tasks that can be performed by micro programs are called _____.

36. The program designed to govern the computer hardware system is called _____.

37. _____ Programming refers to technique in which the logical parts of a problem are divided into a series of individual routines so that each may be programmed independently.

38. _____ refers to a computer system’s ability to support more than one process (program) at the same time.

39. _____ may be defined as an integrated system of programs which supervises the operation of CPU.

40. The area on the disk where the program results are sent is commonly called _____.

41. _____ are programs that allow text in a file to be created and modified.

42. _____ binds the object module of the program to object modules of any subprograms that must be used to complete the processing.

Chapter 7: Data Storage & Retrieval

1. _____ refers to an environment in which data are physically organized into files.

2. ____ concerns the problems of inefficient data storage and wastage in storage space.

3. The lack of _____ results from the fact that updates to data stored in one file may not be made to the other   files containing the same data.

4. _____ is a software package that lets users & programmers to organize data into files & then process those files.

5. _____ involves arranging data in storage device so that they may be easily accessed.

6. _____ access refers to accessing records in the sequence in which they are physically stored.

7. _____ access refers to accessing data in a manner that is relatively independent of the way the data are physically stored.

8. In files, that follow _____ organization, records are arranged one after another in a predetermined order.

9. The field on the basis of which records are sequentially arranged is called _____.

10. Under _____ method a record key is used as its relative address.

11. _____ is the hybrid between sequential and direct access file organisations.

12. _____ combines the best features of sequential organisation with best features of direct access by means of an index.

13. In _____ transactions can be processed in any order and written at any location through the stored file.

14. In Random access, CPU can directly go to the desired record using _____ procedure.

15. _________refers to the number of additions or deletions to the file in a given period of time.

16. _____ refers to the proportion of master file records that are actually used or accessed in a given processing run.

Chapter 8: Some Advanced Systems

1. Real time systems are subset of _____.

2. _____ is simply the number of transactions in a batch.

3. _____ is the total of a financial data field over the batch.

4. _____ is the total of such an odd data field as is not normally totaled over the entire bath.

5. Aside from transaction processing and file updating, inquiries can also be handled by _____.

6. In _____ processing, continuous dialogue exists between the user and the computer.

7. The order name of interactive processing is _____.

8. _____ refers to the technique of updating files with transaction data immediately after the event to which it relates occurs.

9. _____ are information processing systems frequently used by accountants, mangers and auditors to assist in decision making.

10. In DSS, _____ performs the communication function within the DSS

11. _____ is the brain of the DSS

12. _____ is a software that tries to emulate aspects of human behavior such as reasoning, communicating, seeing and hearing.

13. _____ can convert data in main storage to vocalized sounds understandable to human beings.

14. _____ presents the user with a hands-free voice interactive computer interface.

15. _____ uses interconnected processors that perform many operations simultaneously and interact dynamically to learn from data as it is processed.

16. _____ is a computerized information system that allows non-experts to make decisions comparable to those of an expert.

17. Engineering or structural drawings can be read from actual paper documents or entered into tables or terminal screens by a device called _____.

18. _____ is a program that contains the logic and reasoning mechanisms that simulate the expert logic process and deliver advice.

19. _____ is a program which supports a variety of problems requiring decisions.

20. _____ system allows access to CPU and file through many remote terminals.

21. _____ system provides different types of information for different types of managers.

Chapter 9: Telecommunication & Networking

1. In _____ transmission, the bits of each byte are sent along a single path one after another.

2.  In ____ transmission mode, bits are transmitted at a fixed rate.

3. In _____ communication mode, data flows in one direction only.

4. In _____ communication mode data can be transmitted back and forth between 2 stations, but in one direction only, at any given point of time.

5. _____ is a collection of computers and terminals devices connected together by a communication system.

6. _____ covers a large geographical area, with various communication facilities such as long distance services, satellites etc.

7. In any communication system, there will be _____ basic components.

8. _____ provides the connection for network cabling to servers and work stations.

9. _____ converts digital signal into analog signal and vice versa.

10. Speed of a modem is measured in _____.

11. _____ enables several devices to share 1 communication line.

12. _____ is a set of rules required to initiate and maintain communication between the sender and the receiver’s device.

13. _____ devices solve the snag of signal degradation which results as data is transmitted along various cables.   

14. _____ are usually used to link LANs of different topologies.

15. _____ is a medium that connects the sender and the receiver in data communication network.

16. _____ refers to channel’s information carrying capacity.

17. _____ is the end point of any branch in a computer.

18. _____ is a communication path between 2 nodes.

19. The most common structure of topology is _____.

20. _____ topology is popular for LANs

21. In _____ topology,  the network cable passes from one node to another until all nodes are connected in the form  of a loop.

22. In military installations, _____ topology is preferred.

23. In _____ systems most of the processing is done in the memory of individual PCs.

24. PC+LAN card = _____.

25. _____ cables are commonly used to connect computers and terminals in a local area such as an office, floor, building or campus.

26. _____ cables use light as a medium of communication.

27. In _____ architecture, there will be certain machines and deices that are specially dedicated to provide various services to other computers.

28. In _____ architecture, there are no dedicated servers.

29. The first layer in communication protocols is _____.

30. _____ is the standard protocol for EDI.

31. The protocols used on internet are called _____.

32. _____ will provide almost every digitally deliverable service to every person connected to the network. 

33. TCP/IP stands for _____.

34. _____ is the geometric arrangement of computers in a network.

35. Terminals linked to the computer system by a direct cable are known as _____.

36. _____ is a device that enables several devices to share a communication line.

37. _____ creates temporary point to point link between two nodes on a network and send all data along the link.

38. Ethernet protocol currently uses _____ topology.

39. _____ are the modern banks that serve as gateways to the Internet.

40. A channel that transmits data in both directions at the same time is called _____.

41. _____ type of modems are used in laptops.

42. Internet transmission is based on _____ protocols.

43. _____ is a set of rules to exchange data between two or more dissimilar devices.

44. _____ is a device that translates data from binary to analog that can be transmitted over the telephone network.

45. A collection of computers and terminal devices connected together by a communication system is called _____.

46. The word modem is the combined abbreviation of the two words _____ and _____.

47. _____ is primarily a data transmission system intended to link computers and associated devices within a restricted geographical area.

48. In _____ network, error detection procedures are required.

49. _____ is a dedicated, centrally managed, secure information infrastructure, which enables any-to-any interconnection of servers and storage systems.

50. _____ is the term that describes the transmission and receipt of data over communication links between one or more computer systems and a variety of input/output terminals.

51. _____is a device that enables several devices to share communication line.

52. _____ is a measurement of data transfer speed.

Chapter 10: Internet & Emerging Technologies

1. The original name for Internet was _____.

2. _____ makes Internet access available on a local telephone call and helps user to avoid direct long distance or international calls.

3. _____ is a component of the Internet that provides access to large amounts of information located on different servers.

4. _____ is the fundamental unit of web.

5. To view a web page, the user must use a special client software package called ____.

6. Web pages are created using _____ language.

7. _____are used to address and access individual web pages and Internet resources.

8. When a user keeps hopping from one computer to another computer, it is called _____.

9. ____ technology allows users to passively receive broadcast information rather than actively search the web for information.

10. _____ is the process of doing business electronically.

11. _____ is the main source of revenue for web sites.

12. _____ is a type of information system that facilitates communication within the organisation, among widely dispersed departments, divisions and regional locations.

13. ____ is the name given to software used in a group decision support system, in which several people can jointly solve a problem.

14. _____ is the transmission, in a standard syntax of unambiguous, information of business or strategic significance between computers of independent organisations.

15. _____ is computer application to computer application transmission of business documents in a pre-determined standard format..

16. _____ is an extension of an Intranet that makes the latter accessible to outside companies or individuals with or without an intranet.

17. _____ are systems that control the flow of traffic between Internet and the firm’s internal LAN systems.

18. _____ allows information to transit in the internet while being protected from interception by eaves droppers.

19. _____ makes sure that a message is really from whom it is supposed to be.

20. _____ is a software based approach that prohibits access to certain web sites that are deemed inappropriate by management.

21. _____ refers to electronic meeting that involve people who are physically located at different sites.

22. _____ refers to the use of television equipment to link geographically dispersed conference participants.

23. _____ is a centralized repository for the storage, management and dissemination of data and information.

24. When you connect to your ISP using a telephone line and modem, that type of connection is called _____.

25. _____ is a unit of measuring data transmission speed.

26. _____ is a protocol or set of rules that enables one computer to connect to another computer.

27. _____ is a piece of software that acts as an interface between the user and the inner-workings of the Internet, specifically the World Wide Web.

28. _____ lets you communicate with people from all over the world, in real-time.

29. _____ is a place where you can store the information about the people with whom you correspond.

30. One way of protecting the contents of e-mail is _____.

31. _____ identifies a person and a computer for the purpose of exchanging electronic mail messages.

32. _____ is the world’s largest computer network, the network of networks, scattered all over the world.

33. _____ are used to access pages of the World Wide Web.

34. _____ is a single unit of information, often called a document,  that is available via World Wide Web (WWW).

35. _____ is the process of visiting different websites on the Internet hosted by various companies, organisations, educational institutions etc.

36. _____ is an interactive tool to help people locate information available via World Wide Web.

37. Some organisation use ____ response systems that directly respond to human inquires that are transmitted to a central computer over telephone lines.

38. _____ are defensive barriers that fence off a private network from the Internet.

39. Every computer on the Internet has a numeric address called its ____.

40. First browser capable of displaying graphics within a Web page was _____.

Chapter 11: Database Management System

1. Independent data files contain lot of _____ data.

2. _____ is an integrated collection of logically related records and files.

3. _____ indicates that the database has on e of the 3 file structures that enable programs to establish associations between records in a database.

4. _____ databases store detailed data needed to support the operations of the entire organisations.

5. The other name for operational database is _____.

6. _____ databases store data and information extracted from selected operational and external databases.

7. _____ stores data from current and previous years.

8. _____ are databases of local work groups and departments at regional offices, branch offices, manufacturing plants etc.

9. All records in a hierarchy are called _____.

10. The top parent record in the hierarchy is called _____.

11. _____ allow programmers, managers and other users to ask adhoc questions of the database, interactively without the aid of programmers.

12. _____ is a set of system software programs that manages the database.

13. _____ has the responsibility for data security which is vital in a database environment.

14. _____ contains the schema of the database.

15. _____ keeps track of where the data is stored on a disk.

16. _____ is a link between the logical and physical structure of the database.

17. _____ provide techniques for processing the database, such as retrieval, sorting, display and deletion of       data or records.

18. _____ programs provide the database manager with tools to make copies of the database.

19. _____ is responsible for defining the internal layout of the database and also for ensuring that the internal layout optimizes system’s performance.

20. _____ specifies various rules which must be adhered to while describing data for a database.

21. Database may be divided into segments that are appropriate for certain locations. This is called _____

22. _____ systems are used for the construction and interactive use of text databases.

23. A document listing and defining all items and processes represented in programs or used within a system is _____.

24. The DBMS uses two languages. One is called Data Definition Language and the other is _____.

25. A logical structure of a database is called _____.

26. _____ is a computer-based system to manage a database or a collection of databases or files.

27. _____ manages the interaction between the end user and the database.

28. _____ is a database, which contains data about definitions of the data elements and their relationships.

29. _____ are like questions that you use to locate records in a database.

30. To locate information in a database, you can use _____ operators.

31. _____ is a repository for collection of related data or facts.

32. _____ is a collection of records in relational database management system.

33. _____ is a group of data records arranged in an order, which is based on embedded pointers.

Chapter 12: Database Performance Monitoring

1. The Primary goal of physical database design is ______

2. The first step in physical database design is to estimate _____.

3. _____ is the smallest unit of application data recognized by system software, such as programming language or a database management system.

4. In many DBMSs _____ controls can be built into the physical structure of the fields and controls enforced by DBMS.

5. _____  is the value of field will assume unless a user enters an explicit value of that field.

6. _____ limits the set of permissible values a field may assume.

7. _____ is the process of transforming normalized relations into unnormalised physical record specifications.

8. _____ breaks a relation into multiple record specifications by placing different rows into different records based upon common column values.

9. _____ distributes the columns of a relation into separate files, repeating the primary key in each of the files.

10. In _____ the same data are purposely stored in multiple places in the database.

11. _____ is a named portion of secondary memory allocated for the purpose of storing physical records.

12. Each operating system supports one or more algorithms for storing and retrieving data and are called _____

13. _____ is a technique for physically arranging the records of a file on secondary storage device.

14. In _____ file organisation,  the records in the file are stored in a sequence according to primary key value.

15. In _____ file organisation, records are stored either sequentially or non sequentially and an index is created.

16. An index that allows each entry to point to more than one record is called _____.

17. _____ systems provide several functional capabilities to facilitate effective and efficient management of software inventory.

18. To modify the design of database on the basis of its observed performance after its implementation is known as  _____. 

19. The number of physical records per page is called _____.

20. _____ is the amount of data read or written in one secondary memory input or output operation.

21. TMS stands for _____.

22. DMS stands for _____.

Chapter 13: CAAT

1. The other name for Audit around the computer is _____

2. Under Black Box approach the reliance is completely on _____

3. The author can use _____ to test the system in operation.

4. _____ and _____ are not going to change when an audit is conducted in an EDP environment.

5. _____ consists of computer programs used by the auditor as a part of his audit procedures.

6. _____ programs are computer programs designed to perform audit tasks in specific circumstances.

7. _____ programs are used by entity to perform common data processing functions such as sorting, creating  and printing files.

8. Under _____ a dummy unit is created to test the information system.

9. The effectiveness and efficiency and audit procedures can be improved through the use of _____.

10. _____ is the most widely known computer assisted audit techniques.

11. ____ are standard packages developed by software companies specially for the purpose of auditors.

12. _____ consists of program procedures written by the auditor, which are inserted into clients application programs and are executed simultaneously.

13. ____ consists of a separate computer application that performs the same function as that of installed program.

14. Utility programs are generally  supplied by _____.

15. _____ Programs may be useful to auditors in the performance of compliance and substantive tests.

16. _____may be defined as controlled application of auditor’s test data to client application programs

17. _____ is a particular form of test data involving the establishment of a dummy entity through which data may be processed.

18. The other name for program code analysis is _____.

19. _____ are software packages which can be used either to construct the data to be tested or to create dummy master files.

20. _____ can be understood by examining the program flowcharts.

21. _____ may be used to help the auditor to plan the audit and evaluate the internal controls.

Chapter 14: Cyber Laws & IT Act 2000

1. The information Technology Bill received the assent of the President in _____

2. In India, Cyber Laws are contained in _____.

3. It act came into force from _____.

4. It act consists of _____ sections.

5. It act consists of _____ chapters.

6. Generally appropriate government in IT act means _____

7. _____ key is used to verify digital signature.

8. Interconnection of one or more computers is called _____.

9. _____ means a system of a secure key  pair consisting of a private key and a public key.

10. _____ means computer, computer system, computer network, data, computer database of software.

11. Generally, an electronic record is deemed to be dispatched at the place where.

12. Generally an electronic record is deemed to be received where  _____.

13. If originator or addressee has more than one place of business _____ shall be the place of business.

14. If originator or addressee has no place of business _____ shall be deemed to be the place of business.

15. _____ shall be acting as repository of all digital signature certificates.

16. Controller can reject the application for digital signature certificate after _____.

17. The maximum fees to apply for digital signature certificate is _____.

18. _____ can be appointed as adjudicating officer.

19. Appeal to Cyber Regulation Appellate Tribunal can be made against the order of _____.

20. Cyber Regulations Appellate Tribunal Consists of one person only, called _____.

21. The maximum age limit  for  presiding officer is _____.

22. Appeal to Cyber Tribunal can be made within _____.

23. _____ shall have powers of civil court under code of civil procedure.

24. Appeal against the order of tribunal can be filed with in _____.

25. Penalty can be recovered as _____.

26. A hacker is punishable with a fine up to _____.

27. Unauthorized access to protected system is punishable with imprisonment which may extend to _____.

28. Offences under IT act can be investigated by a police officer not below the rant of _____.

29. Network Service Provider means an _____.

30. SG can make rules to _____.

31. Cyber Regulations Advisory Committee shall be constituted by _____.

Chapter 16: Word Processing

1. Changing an existing document is called _____ the document.

2. _____ determines how close each line of a paragraph comes to the margins.

3. As one enters text into document, word automatically moves to the beginning of the next line, which is called _____.

4. _____ refers to those pages in a document that have the same number of columns and share a common margin, header and footer.

5. Header and footer option can be selected from _____ mean.

6. A _____ can be described as a computer program that helps in the production of a document.

7. _____ is a book in which words and phrases of similar meaning are grouped together.

8. The default language in Word is _____ English.

9. Tab stops are markers that are set by default at _____ intervals between the right and the left margins in a headings.

10. _____ command allows user to switch between normal view and a view where you see just the document’s headings.

11. Mail merge takes the data from ____ _ and inserts in into a _____ where specified by merge codes.

12. In a Find and Replace operation, in order to ignore a word from being replaced, you will click _____ button.

13. If you make use of _____, it will provide list of related words and different forms of the selected word.

14. _____ normally carry the information like page numbers, dates, company name etc.

15. _____ is a grid of rows and columns containing boxes of text or graphics.

16. _____ button will format each column width to be as broad as the size of the text.

17. To zoom the document, use the Zoom option from _____ menu.

18. In MS Word, one can make search case sensitive by choosing _____ option.

19. _____ indent is used to make headline prominent.

20. _____ orientation is the default page orientation.

21. _____ control of pagination prevents the first line of a paragraph appearing as the last line of a page and   the         last line of a paragraph appearing alone at the start of a new page.

22. _____ software allows you to type text, make corrections without retyping the entire matter and make the text      look attractive with lots of pictures in between.

Chapter 17: Spreadsheet Basic

1. A spreadsheet package comes under _____ category of software.

2. The spread sheet pointer highlights the  _____.

3. _____ is a type of formula that makes complex calculations easy.

4. _____ is a software tool for entering, calculating, manipulating and analyzing members.

5. In a worksheet, the active cell is indicated by _____.

6. _____ is any number that you enter or that results from a calculation.

7. A column letter and row number combine to form _____.

8. _____ are built-in-formulae that perform specialized calculations automatically.

9. _____ finds values for one or more cells that make the result of a formula equal to a specified value.

10. _____ cell references are usually written with $ sign.

11. The default number of worksheets in MS Excel workbook is _____.

12. You can move from one sheet I the workbook to another using _____.

13. A worksheet has _____ number of columns and ____ number of  rows.

14. _____ in Excel guides you step by step for creating charts.

15. Commonly used operators in Excel are arithmetic, comparison and ____ .

16. The formula palette displays functions, its description and _____ .

17. _____ is known as concatenation operator in Excel.

18. In Excel, X-axis is known as _____ and Y-axis is known as _____.

19. _____ chart sues a single data series for plotting data.

20. _____ chart represents different values in percentage form.

21. _____ is a small program in office automation package that carries our pre-defined and pre-recorded series of steps.

22. Cell references and values that are used to complete a formula are known as _____.

23. _____ can be used to create formulae.

24. _____ are references that always refer to the same cell, regardless of the location of the formula.

25. The _____ function in Excel, returns the periodic payment for an annuity.

26. _____ application in office automation package is designed primarily to perform mathematical calculations.

27. Excel gives the option to select from a list of entries already in the column by pressing _____ shortcut key.

28. _____ is an equation that performs operations on a worksheet data.

29. In Excel, formulae have to begin with _____sign.

30. _____ are the individual numbers in a worksheet cell within a data table.

31. If we press the Delete key in a cell, it deletes _____ of the cell.

32. There are 3 main types of operations in Excel. They are _____, _____ and _____.

33. If we want to insert data in between rows or columns of data without readjusting data in other rows or columns, we can insert _____.

Chapter 18: Business Project Management and Presentation Tools

1. Slide finder command in power point is available in _____ menu.
2. Tri-pane view includes Normal view, Outline view and _____ view.

3. It is ideal to sue _____ view when you start writing the text of your presentation.

4. _____ determines the format of text and design of the title slide.

5. The slide master can be accessed from the _____ menu.

6. One can modify the visual impact of a presentation by using _____ effects.

7. If you are likely to use certain clip frequently, you can place it in a category called _____.

8. To set a transition effect _____ view is very easy to use.

9. _____ shortcut key is used to change the mouse pointer to pen.

10. _____ is ideal for creating your first presentation because it outlines a logical structure for your slides.

11. You can use _____ to give the background design for your presentation.

12. _____ is a simple way of looking at your presentation.

13. _____ lets you see how the text and objects you have created appears on each slide.

14. To make your first Power Point presentation you should use _____ as this provides both content and design for the presentation.

15. Once you are familiar with creating presentations in Powerpoint,  you can use _____ or _____ to create a presentation.

16. In the tri-pane view you can see _____ and _____ views on a screen.

17. If you want to frequently switch between a slide design and the text, you should use _____ view.

18. To insert objects on your slide, you should use _____ view.

19. The slide master holds the _____ design and _____ formats for a presentation.

20. If you want to make changes to an individual slide you should do it in the _____ view.

21. The changes made to a slide in Slide view take _____ over the formats present in the slide master.

22. You can also convert _____ into a powerpoint drawing object.

23. _____ are special sound and visual effects that you can add to text or objects on slide.

24. _____ is a single-screen image that contains text and images, often on a colourful background.

( The End (
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