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COPY TEST 
 
 
 

Type the following in double line spacing. Use equal top, left and right margins of 1” (2.54 cm), 
font: Times New Roman size 12. 
 
 
Computers are used by individuals and organisations to perform a wide range of tasks. Today 
it’s becoming harder and harder to find an activity that doesn’t involve computers and 
technology. Individuals use them in both their personal and professional lives for tasks such as 
communicating with family, business associates and friends, bill payments, electronic banking, 
purchasing goods and services, and entertainment. Organisations use computers for product 
development, transaction processing, record keeping, securing lives and property, and a wide 
range of other tasks. 
 
The increasing usage of computers in everyday life is largely due to the advantages gained as 
compared with doing tasks manually. Advantages include the increased speed with which the 
task is done, consistency and accuracy of the results produced, enhanced storage capabilities 
using a wide range of high-capacity, low-cost storage devices from which information is easily 
retrieved and reliability that organisations can depend on. 
 
Speed – Imagine having to write every page of your coursework by hand, and imagine you had 
to do this for five or six subjects? Think of the time you save when you use a computer and the 
additional benefits of adding images, using spellchecker and sending documents digitally to your 
teacher. Now imagine a business with 10,000 customers and having to type or print out 
documents for each customer. How much quicker and easier would it be to send each customer a 
message by e-mail? Would you have to type each e-mail individually or could you use a 
template, or copy the content? 
 

Accuracy – If you were applying for a job, would you send your CV off without checking the 
spelling? Think of how word processing software has improved the accuracy of the documents 
we produce. Businesses would be embarrassed by an error within their published information. 
They can make use of software to eradicate these errors. 
 

Note this! Businesses depend on the reliability of their computer systems. They buy software and 
systems that incorporate security to ensure their information is safe and accessible when they 
need it. 
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