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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. 
 
 
Application software means the programs you use on your computer to perform tasks. This might be 
using a web browser such as Internet Explorer to search the web, iTunes to manage your music, Paint to 
create or edit an image or VLC Media Player to watch a video. These are four examples of application 
software. Application software can also be used to do tasks at home, school or work. In an organisation, 
users perform a wide variety of tasks. Some of these include: writing letters, memoranda, fax cover 
sheets, preparing purchase orders and invoices, managing contact lists and preparing sales presentations. 
Application programs may also be used to prepare budgets, expense reports and financial statements. 
 
The primary purpose of a word processor is the manipulation of text data. Popular commercial word 
processors include Microsoft Office Word and Corel WordPerfect. Two popular free word processors are 
AbiWord (www.abisource.com) and OpenOffice Writer (www.openoffice.org). Word processors 
provide a range of features for document creation, editing, formatting and distribution. For example, 
Microsoft Office Word provides features that allows a user to automatically insert a table of contents. 
Wow! That is a really cool feature! 
 
The primary purpose of a spreadsheet is the manipulation of numeric data. Spreadsheets are ideal for 
working with lists of data. A spreadsheet is essentially an automatic calculation tool. It is an ‘electronic’ 
replacement for the traditional numeric data manipulation tools: the accountant’s columnar pad, pencil 
and calculator. Microsoft Office Excel and Lotus 1-2-3 are popular spreadsheet programs. 
 
The primary purpose of a database is the electronic storage and manipulation of data in tables for easy 
retrieval. Data are stored in a set of related tables and extracted using one or more queries. 
Databases have features that allow users to easily create a template – the equivalent to creating blank 
record cards in a manual record-keeping system. Also users may import data from another source such as 
a table in a word processing document or a spreadsheet, perform automatic calculations on data stored in 
tables, quickly sort huge amounts of data or re-sort records according to the task at hand 
 

 
Total 10 marks 


