Computer Basics 
1. What technology can you use to connect securely from a public hotspot to your company’s network? …………………………………………………………………………………………… 
2. A major application for NFC (Near Field Communication) will be: ……………………………………………………………………………………………
 3. The technology used to identify containers, but also single products in a warehouse with a simple chip is called …………………………………………………………………………………………… 
4. The most time consuming communication technology in the business world of today is: …………………………………………………………………………………………… 
5. Companies start to replace it by: …………………………………………………………………………………………… 
6. An online seminar is called a: ……………………………………………………………………………………………
PowerPoint
1. Characteristics of a professional presentation are:
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
2. In contrast to Prezi, PowerPoint is a
……………………………………………………………Presentation
3. The function used to insert automatically text or pictures on a slide is called
……………………………………………………………………………………………
4. The function used to move from one slide to the next one smoothly is called
……………………………………………………………………………………………
5. You make changes that apply to all of your slides in a presentation on the
……………………………………………………………………………………………
Word
1. Describe the steps to undertake to create a mail merge
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
2. How do you create a table of contents
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
3. How do you create a table of figures
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
4. What are the essientials you need to reference a book you cited from …………………………………………………………………………………………… ……………………………………………………………………………………………
Excel
1. What is a relative cell reference and what is an absolute cell reference?
……………………………………………………………………………………………
……………………………………………………………………………………………
2. How do you create an absolute cell reference for cell A1?
a) absolute for column and row
……………………………………………………………………………………………
b) absolute only for the column
……………………………………………………………………………………………
3. Which sign precedes every formula in Excel?
……………………………………………………………………………………………
4. What means context sensitive menu?
……………………………………………………………………………………………
5. FV stand for
……………………………………………………………………………………………
6. The arguments for FV are
……………………………………………………………………………………………
……………………………………………………………………………………………
7. FV calculates the
……………………………………………………………………………………………
8. PV calculates the
……………………………………………………………………………………………
9. Which function do you use to calculate the amount you pay back on a regular basis for a
loan?
……………………………………………………………………………………………
10. What are the (necessary) arguments for this financial function?
……………………………………………………………………………………………
11. What are the two optional arguments and what do they mean?
……………………………………………………………………………………………
……………………………………………………………………………………………
12. To pay back a loan, the amount consists of two parts, which have two individual
functions in Excel. Which are they?
……………………………………………………………………………………………
13. Which financial function would you use to calculate the number of months you have to
pay back a loan with a given amount and interest rate?
……………………………………………………………………………………………
14. For most financial calculations a year is assumed to have how many days?
……………………………………………………………………………………………
15. Angella Hoffman decided to buy a house in San Francisco. She found a condo close in
the Marina for $700,000 (Group B: $600,000, Group C: $500,000, Group D: $800,000)
She contacted her mortgage broker who quoted her an interest rate of 4.9%. Angella
decided to put a down payment of 15% of the condo’s cost, and she will borrow the
remaining of the amount from the bank. Angella will be financing the condo for 25
years. What is her monthly payment? She will pay at the beginning of each month.
a. Your answer (10 Points)
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