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Answer each of the following questions on loose leaf.

1. Distinguish between the terms data and information.  Use an example or two to support your explanation.

2. Make a summary of all of the qualities that make data or information as useful as possible.  Briefly explain what is meant by each quality.

3. Draw a diagram to illustrate the steps involved in the Information Processing Cycle.  Underneath the diagram, write down a brief summary of what each of the steps means.

4. Distinguish between the terms primary data and secondary data.  Use examples in support of your explanation.

5. Define the term data validation.  There are many ways to validate data.  List as many of these as you can with an explanation of what is involved in each case..

6. Explain the three types of backup procedures.

7. Distinguish between the terms backing up and archiving.

8. What are formats?  Give some examples related to spreadsheet reports and charts.  Give some examples that relate to web pages or sites.

9. What are conventions?  Give some examples related to spreadsheet reports and charts.  Give some examples that relate to web pages or sites.
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