[bookmark: _GoBack]


		NAME
	






	SUBJECT
	BUSINESS STUDIES
	CLASS
	JSS1
	DURATION
	



This paper consists of sections A and B. Section A is an Objective Test of fifty (50) questions and Section B is Theory questions
                                                            
                                                            SECTION A
OBJECTIVE QUESTIONS

                                                                                     (20 marks)



1. Bookkeeping is the aspect of ________.
A. commerce 
B. computer studies 
C. office practice 
D. accounting 

2. Bookkeeping has to do with ________ daily 
    financial transformations of an 
    organization.
A. Deleting 
B. Recording 
C. Burning 
D. Erasing 

3. ________and _________ are some items of    
     information revealed by booking records.
A. Nature, value of transaction 
B. Profit, loss
C. Naira, kobo
D. Ownership, shareholder 

4. A person employed to keep records of  
    financial transactions in an organization is 
    called  _______.
A. a clerk 
B. an auditor 
C. an accountant 
D. a cashier
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5. The above picture shows the correct 
    sitting position of a ________.
A. typad
B. typist
C. typest
D. typnest

6. A bookkeeper must possess the following
    qualities except ________.
A. accuracy 
B. fraudulent character 
C. transparency 
D. honesty 

7. A business transaction that involves
    immediate payment in cash is referred to
    as ________.
A. credit transfer 
B. cash transfer 
C. bank transaction
D. cash transaction

8.  When goods are bought and sold, and
     payment is referred to a future date, it is
     known as a _______.
A.  cash transaction 
B.  credit transaction
C.  bank transaction 
D.  debit transaction 
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9.  The above picture is an example of a/an _________ office.
A.  Small 
B.  Open 
C.  Closed
D.  Bush

10. Accounting  books use _____ to record
      business transactions..
A.  Fake documents 
B.  Source documents  
C.  River documents 
D.  Land documents 

11. The _______ is used to record cash  
       transactions.
A.  Cash music 
B.  Cash magazines 
C.  Cash book 
D.  Cash news paper 

12. Credit transactions are recorded in
       _______book.
A. Purchase day 
B. Cash
C. Sales 
D. Purchase 

13. Cash transactions may attract a _______.
A.   discount 
B.   Penalty 
C.   fee 
D.   charge 

14. A/An ________ is used to record the
       quantity of goods purchased, unit price,
       delivery note and address.
A.    Purchase order 
B.    Receipt 
C.    Invoice 
D.    Petty cash voucher 

15. Which of the following is not a source
      document?
A.   A ledger 
B.   A receipt 
C.   A debit note 
D.   An invoice 

16. A document that provides evidence of
      payment is called ________
      documents?
A.  receipt 
B.  debit note 
C.  credit note 
D.  cheque 




17. A documents that gives a full description
      of goods bought, quantity, price and
      terms of sale is called a/an ________.
A.  statement of account 
B.  cash register 
C.  invoice 
D.  cash book 

18. A _______ is the record of daily
      transactions before being posted to the
     ledger.
A.  Newspaper 
B. Journal
C. Magazine
D. Television 

19. There are ________ types of jounals.
A. Two
B. Three 
C. Ten
D. Five 

20. ________ is not a use of a journal.
A. To record evil thoughts 
B. To correct errors 
C. To track the company's income 
D. To record the company's expenditures 

21. A________ journal is used to record both sales and purchases.
A. Special 
B. General 
C. Joint 
D. Divided 

22. Another name for subsidiary book is
     _________.
A. book of original entry 
B. cash book 
C. returns inward book 
D. return outwards book 

23. In the picture below the female clerk is
     inputting _______ on a computer 
A. Quantity 
B. Data
C. Music 
D. Post
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24. Goods sold on credit are recorded in a
     _________ book.
A. Returns inwards 
B. Returns outwards 
C. Sales day 
D. Purchases

25. Transactions recorded in the journal are
     called ________.
A. write ups
B. disposals
C. entries 
D. Posting 

26. Double Entry bookkeeping has to do with _________.
A. deleting transactions from a ledger 
B. recording transactions in a ledger 
C. photocopying 
D. burning a ledger 
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27. The picture above is an example of _________.
A. a school 
B. a warehouse 
C. a market 
D. a zoo

28. Folio means ________.
A. book
B. petty cash 
C. page
D. debit 

29. The left hand side of the ledger account
     is called ________.
A. ledger folio 
B. cash book 
C. credit side
D. debit side

30. Which of the following is not a book of
     account? 
A. Cash book 
B. Petty cash book 
C. Ledger 
D. Memorandum 

31. Entries in the cash book and other
     subsidiary books are posted to the
     ________. 
A. sales Jounal 
B. ledger 
C. trial balance 
D. cash book 

32. The principal book of account is called ________.
A. ledger 
B. jounal
C. cheque 
D. cash book 

33. To credit an account means recording ________.
A. all entries on the left hand side of the
     ledger 
B. all entries on the right hand side of the
    ledger 
C. all entries on both sides 
D. all sales on the ledger 

34. The keyboard is the primary means of
     inputting _________ into the computer.
A. Data
B. Signals 
C. Codes 
D. Manuscript 

35. Keyboarding is the use of keyboard to _________.
A. clean the system 
B. safeguard parts of the computer 
C. switch off the system 
D. input data into the computer 

36. Which of the following statements is not
     true about the sitting position for
     Keyboarding?
A. Eyes on the manuscript copy
B. Fingers curved 
C. Legs crossed 
D. Upright sitting 

37. Keyboarding is mostly used in the office
    by ________.
A. musicians 
B. children 
C. secretaries 
D. toddlers 

38. The computer is an ________ device for
     processing data into information.
A. Electrical 
B. Automated 
C. Ionic
D. Electronic 
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39. The men in the above are_______.
A. farmers 
B. fishermen
C. hunters 
D. swimmers 

40. The monitor is an example of ________.
A. hardware
B. software
C. people ware
D. display

41. The CPU stands for ________.
A. central project unit 
B. central processing unit 
C. computer programme unit 
D. computer programme user

42. Which of the following is correct about
     the keyboard?
A. It is an output device 
B. It is a storage device 
C. It is an input device 
D. It is a correction device 

43. The part of the computer that looks like a
     television screen is called _________.
A. hard disk 
B. mouse
C. monitor
D. CPU

44. The symbol @ means _______.
A. date
B. dash
C. and
D. at

45. The symbol % means ________.
A. quotation 
B. percentage 
C. bracket 
D. semi-colon

46. The caret sign is represented by ________.
A. ✓
B. ^
C. =
D. #

47. One of the symbol below represents the pound sign.
A. £
B. $
C. &
D. #

48. The right hand keys on the home rows are _________.
A. JKL
B. ASDF
C. QWERTY 
D. ZXCV

49. The computer keyboard has ________ rows. 
A. Seven 
B. Three 
C. Four 
D. Six

50. Which of the following is not true about a
     consumer?
A. A consumer buys products for sale 
B. A consumer is an importer and exporter of goods 
C. A consumer is the final user of goods 
D. A consumer manages the home 



  
Theory Questions
Answer four (4) questions only 

1a. What is bookkeeping?                   2marks
1b. Who is a bookkeeper?		    2marks
1c. State four importance of bookkeeping.                       
                                                               6marks


2a. What is source documents?       2marks
2b. Mention the types of cheque      3marks
2c. Mention any five important source
      document used in business transactions.
                                                               5marks	      
3a. what is journal?                             2 marks
3b.Mention two other names for a journal. 
                                                               2marks
3c. State three uses of a journal.  6 marks

4a. Explain Keyboarding.                2marks
4b.State four importance of Keyboarding.
                                                           6marks             
4c. What is a ledger?                      2marks

5a. Define computer.                     2marks 
5b.Mention four parts of a computer.
                                                          4marks                     
5c. State two importance of double entry
      bookkeeping.                            4 marks

6a. List four letters on the upper row of the
      computer keyboard.                2 marks.
6b. Draw a computer keyboard. 8 marks
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